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SUMMARY OF REVISIONS

This change incorporates interim change (IC) 9Attachment 1C). This change corrects the table of
contents entry to multicommand manuals 3-1 and 3-3 (para4.4); updates formal requirements
(paragrapl.7.2); adds more responsibilities for OPRs (paragil.13); adds more responsibilities for
publishing managers (paragral.l5); identifies certifying and approval authorities for AFTTP(I)s
(paragrapt2.2.2.3.1), and AFTTP 3-1 and 3-3 publications (parag2.2.2.3.2); changes all references

to Air Force Headquarters Operating Instructions (AFHOI) to HQ USAF operating instructions (through-
out); clarifies issuing new policy (paragr3.2); clarifies that Air Force departmental publications will

not be backdated (paragra3.20); clarifies the status of publications residing in the upcoming publica-
tions directory (paragrap3.20.1); clarifies how to identify sections in publications without chapters
(Figure 3.5); includes publishing policy to supplement Air Force publications (para3.45.8.4);

states the OPR should also notify SAF/AAX of changes to an Air Force implementing document (para-
graph3.49.2); adds policy on a notification process to OPRs (para¢3.50.2); adds policy that publi-
cations are official as soon as they are posted to the official publications and forms web site on the WWW
(paragrapt3.52); specifies the number of ICs that can be issued to Air Force departmental publications
(3.53.1); includes guidance on low-cost periodicals (parac3.61.3); corrects title (paragrag4.4);
updates the acronym and references lisiAttachment 1); includes the terms and definition of produc-

tion manager, publication, and transform activAttachment 1); updates the definition for the term
“published” (Attachment 1); defines the term “upcoming publications directorAttachment 1);
updates records sets of standard and specialized publiceAttachment 2); updatesAttachment 4
(paragraplA4.14); adds the entry, official versions and official sources to the subject iAttachment

9); and adds the correct reference for the table of contents entry in the subjecAttachment 9). See

the last attachment of the publication, IC 98-1, for the complete IC. A bar (]) indicates revision from the
previous edition.

(AFMC) This supplement has been substantially revised and must be completely reviewed. Paragraphs
have been renumbered to correspond with the superseding of AFI 37-160, Vol 1 by the new series AFI
33-360, Vol 1. It establishes new policy for electronic publishing, lists the web site for the AFMC Pub-
lishing Bulletin, assigns mission directive numbers to AFMC FOAs and DRUSs, and assigns HQ AFMC
publication ownership transfer responsibility to the publication’s OPR.

AFI 33-360, Volume 1, 31 July 1998, is supplemented as follows:
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1.3, Statutory AULNOTILY. ....eeeeeeieiieei e e e e e e e e e e e e e e e e e a e 10
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Chapter 1
PROGRAM DESCRIPTION

Section 1A—The Air Force Publishing System

1.1. System Overview--Publishing Corporate InformationThe Air Force-wide publications manage-
ment function:

1.1.1. Describes the officially sanctioned categories for organizing and publishing information,
dependent on the purpose; e.g., policy is in policy directives, procedures are in instructions, lists of
publications are in indices, etc. Categories also describe whether the information is directive or non-
directive.

1.1.2. Provides the procedures for creating, staffing, and approving each of the categories of publica:
tions at all Air Force levels. These procedures are necessary to ensure all affected areas review infol
mation in Air Force publications to eliminate conflicting processes or procedures and to consider any
legal, safety, or security requirements.

1.1.3. Establishes and maintains the lists of all standard and specialized publications (currently in
indices) and provides updates as changes occur. Air Force customers can determine the currency al
whether the information is authentic via the indices on the web site at http://afpubs.hq.af.mil.

1.1.4. Prescribes the distribution system that makes the information available to everyone in the Air
Force. Today, a very large, independently managed distribution system is in place to handle the tre:
mendous amount of paper we depend on to distribute official information. It includes distribution
centers at departmental level and major commands (MAJCOM), publishing distribution offices
(PDO) at every Air Force installation, and customer accounts in every unit. Planning is well under-
way to downsize the paper distribution effort and provide information, using the rapidly evolving dig-
ital infrastructure. Publications are available electronically through the Air Force Publishing
Distribution Library (AFPDL), limited to PDO channels; the Air Force Electronic Publishing Library
(AFEPL) customers on compact disc-read only memory (CD-ROM), available on all bases; and via
the world wide web (WWW) at http://afpubs.hg.af.mil.

1.1.5. Is the link between getting information of the entire Air Force to people to do their job. The Air
Force is organized to do that via the publications management program. On the practical side, OPR:
choose the type of directive or nondirective publication that best fits their needs, such as directives for
policies, instructions for procedures, or pamphlets for informational products.

1.2. Advantages of Using Publication<Publications are the most effective and economical way to state
policies and procedures. They are produced under controlled procedures that ensure coordinatior
review, certification, and approval, and are maintained in an official recorAttachment 2) to meet
historical and legal requirements. As technology advances, Air Force will migrate to Department of
Defense (DoD)-wide publishing systems. To take advantage of these systems, potential users who war
their publications published must conform their products to the standards in this instruction and other vol-
umes of AFI 37-160 (will convert to volumes of AFI 33-360).
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1.3. Statutory Authority. Authority for this instruction is Title 44, United States Code (U.S.C.), Public
Printing and Documents, 1988 edition and the P.L. I04Paperwork Reduction Act of 1€, May 22,
1995. Other authorities are executive orders (E.O.JGovernment Printing and Binding Regulati)ns
theCode of Federal Regulatig, Federal Acquisition Regulatio, and issuances from the Office of Man-
agement and Budget (OMB) and the General Services Administration (GSA).

1.4. Complying With Publications.The Air Force expects its personnel (military and civilian) to com-

ply with the requirements and standards in its publications (para3.4). If the publication places a

duty on the individual which is not discharged, some ways to enforce compliance are reflection of defi-
ciencies in personnel ratings, recommendations, withholding of promotions, and other administrative
actions; administrative reprimands, disciplinary actions, counseling, etc.; and nonjudicial punishment or
court-martial under Article 92(3), Uniform Code of Military Justice (UCMJ), for dereliction of duty. In
some cases, violation of a publication or technical order (T.O.) may be punishable under another article;
e.g., if a publication calls for a specified tire pressure and the service member overinflates or underinflates
the tires, resulting in damage, this might be a basis for a charge of negligent damage of military property
under Article 108, UCMJ. Whether a publication is “punitive” (see definiAttachment 1), deter-

mines the level of compliance expected and the severity of the punishment for violating Air Force direc-
tion.

1.5. Standard and Specialized PublicationsThese are the two systems of Air Force publications that

are further broken down into categories and types, and used at all organizational levels of the Air Force.
Both systems include directive and nondirective publications.Chapter 2 for categories and types of
publications.

1.5.1. Standard Publication System. The Secretary of the Air Force; Chief of Staff, United States Air
Force (USAF); commanders; and staff officials at all levels issue standard publications to announce
policies, assign responsibilities, prescribe procedures, direct actions, and inform people.

1.5.1.1. Departmental Publications. Departmental publications are Air Force-level documents.
NOTE: Air Force regulations (AFR) and Air Force manuals (AFM) remain in effect as transi-
tional publications, until they are superseded by other standard departmental publications.
Departmental publications apply to a minimum of two MAJCOMs or FOAs. Departmental publi-
cations are issued by, or by order of, The Secretary of the Air Force.

1.5.1.2. Field Publications. Field publications originate at MAJCOM, FOA, DRU, wing, base, or
unit level and apply to all units under the control of the issuing headquarters.

1.5.1.3. Installation Publications. The installation commander has the authority to issue installa-
tion publications. Unless limited by distribution, or waivers granted under host-tenant agreements
(AFI 25-201,Support Agreements Procedureinstallation publications apply to all units
assigned or attached to the installation. They also apply to off-base and remote-site units of the
same or different parent MAJCOMSs or FOAS, if the subject matter covers the support and services
given them by the issuing installation. The installation commander issues installation publications
(e.g., Scott AFB Instruction XX-XXX) when they apply to support or services for all units physi-
cally located on the installation, regardless of unit affiliation or designation; e.g., a publication
pertaining to traffic rules on Scott AFB.
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1.5.1.4. Unit Publications. For publications that pertain exclusively to an individual unit, regard-
less of physical location (e.g., 439 AMW and its geographically separated units and detachments,
etc.) publish a unit publication.

1.5.2. Special Publication System. For a unique publishing requirement involving many publications

that affect a narrowly defined audience, a special publication system may meet the need. A specia
publication system is a "standalone" system, approved via this instruction. Section 3J explains how tc
establish and use these systems. They do not interface with, change, override, or supersede any ste
dard publication, form, or report that a standard publication prescribes; they can only refer to such a
publication. Do not establish a special publication system to bypass the normal publishing process
T.0O.s, Computer System Manuals, and information protection publications are examples of special
publications.

1.5.3. Non-Air Force Publications. These are any publications of another Federal agency, including
DoD and its components, that are directive on, or of interest to, the Air Force. This does not include
commercial enterprise publications or publications of foreign, State, and local governments. For
direction on implementing DoD publications, see AFI 37-160, VolunThe Air Force Publications

and Forms Management Program--Implementing Department of Defense Instructions and Issuances;
and Managing Joint Staff Publicatiorwill convert to the 90 series). Non-Air Force publications are
indexed in Air Force index (AFIND) Department of Defense (DoD), Chairman of Joint Chiefs of
Staff (JCS and the Joint Staff, Interservice Publications, Combined Publications, Air Force Contract
Requirements Documents (AFCRD), and Miscellaneous Federal Government, and Commercial Pub-
lications.

1.5.3.1. How Non-Air Force Publications Apply. These publications apply to Air Force organi-
zations if they are acceptable as written, are directive on the Air Force, or prescribed for use in Air
Force publications, Section 2B. To introduce this type of publication into the Air Force, the func-
tional OPR must review the non-Air Force publication, coordinate it as prescribed in this volume,
and inform Secretary of the Air Force (SAF)/AAD, by an AF Form 673, to authorize procurement.
If a publication is not acceptable or you cannot distribute it as written, extract or paraphrase the
pertinent material and add its subject matter to an Air Force publication. This then becomes Air
Force language. Upon rescission of the prescribing Air Force publication, discontinue the use of
the Federal agency's publication.

1.6. What's Not in the Publishing Systen. Certain documents are not publications, even when printed

to meet distribution requirements. Examples of uncontrolled printed material include plans, programs,
histories, staff studies, statistical summaries, reports, training materials, statistical digests, staff digests
vision documents, white papers, strategic plans, policy memoranda, and similar documents.

1.7. Official Versions and Official Sources of Air Force Publications anForms.

1.7.1. Physical and Digital Sources. The source of your publications and forms is the key to deter-
mining whether you have a current, official version. Only the PDO or publishing manager can estab-
lish or designate official online sources for publications or forms repositories. Contact your
publishing manager if you want your source designated as official. Local area networks, bulletin
boards, or web sites not controlled or designated as official by the publishing manager are not reliable
sources for publications and forms; use them only for preliminary reseNOTE: CD-ROMs are
published monthly and are current only for the month published. Interim changes (IC) and EMCs
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issued during the interim are available from online sources and supplement the CD-ROM distribution
method.

1.7.1. (AFMC) Each publishing manager is required to maintain an official electronic, on-line, pub-
licly accessible source of “F” distribution publications and forms for their customers. Where appro-
priate, multiple units may share the same publishing site (i.e., combined center/base publishing site).
Publications managers will submit their Uniform Resource Locator (URL) address to HQ AFMC/
SCDP for review and approval as an official electronic source for publications and forms. Once
approved, sites may post the banner "Official Source Site for (unit) Publications and Forms," and may
provide explanation that the site meets AFMC publishing criteria as an official source site for unit
publishing products.

1.7.1.1. All official publication electronic sites are listed on the Air Force primary site at http://
afpubs.hg.af.mil. Publishing managers must send all requests for official designation to SAF/
AAD.

1.7.1.1. (AFMC) All AFMC official electronic source sites will be listed on the AFMC Publish-
ing Distribution Library at: http://www.afmc.wpafb.af.mil/pdl/afmc/fieldpdl.htm.

1.7.1.2. (Added-AFMC) Each official electronic source site for publications and forms must
comply with the following criteria.

1.7.1.2.1. (Added-AFMC) AFMC official electronic source sites will only post their unit’s
publications and forms (i.e., center, base publications and forms, including integrated supple-
ments). Note: Once a higher headquarters publication is integrated with a field supplement,
the integrated copy becomes the product of the field publishing function and is authorized for
posting on their electronic publishing site. The reason for these criteria is to eliminate the
redundancy found in downloading and posting another organization’s products.

1.7.1.2.2. (Added-AFMC) AFMC official electronic source sites will not post draft publica-
tions. Note: Draft publications may be posted to other administrative sites not found under
the official electronic publishing site directory.

1.7.1.2.3. (Added-AFMC) Supplements (integrated and non-integrated) will be posted to
official electronic source sites as two distinct files. Integrated supplements will not be used as
holdover supplements and will be removed from the electronic source site upon revision/
rescission of the basic publication. The word “HOLDOVER” will be placed near the site
hyperlink to each holdover supplement (non-integrated) upon revision/rescission of the basic
publication.

1.7.2. Formal Requirements. If you have online access to an official electronic source of publications
and formsdo not establish formal paper version requirements through the PDO. If, however, you
have a mission-related need for paper publications, provide justification to theNOTE: PDOs

must provide paper copies to users who request or have a need for paper, unless printing funds have
been decentralized to unit level to support implementation of Defense Automated Printing Service
(DAPS). If printing funds have been decentralized, the unit pays to print copies of publications and
forms. The purpose of a digital publication is to reduce the number of copies produced on a media,
both paper and CD-ROM; however, users who need the paper copy because they are unable to access
an electronic source should maintain requirements with the PDO.
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1.7.2. (AFMC) A customer who does not have electronic access may request a paper copy of a pub-
lication from their publishing activity who will provide one copy of the publication.

1.7.3. Draft Publications. Air Force draft publications are working documents, not for implementa-
tion or compliance (paragrap3.15 and3.16) until certified and approved by the three-letter and
two-letter Air Staff functional principals and published. Staffs at all levels must follow the policy and
guidance contained in an existing publication until such time as it is amended by a policy memoran-
dum, an IC, an EMC, or superseded by a revised publication. NOTE: The title-page footnote of a
new or revised publication must not state that it supersedes or replaces a draft.

Section 1B—Roles and Responsibilities

1.8. Responsibilities of the Air Force Central Printing and Publications Maragement Official
(CPPMO). HQ USAF/SC is the CPPMO as required by Title 44, U.S.C., and is responsible for Air Force
publications management policies and procedures. HQ AFCIC/SYSM directs and mar Air Force
Publications Management Progri, develops policy, and establishes procedures and standards for
authenticating, controlling, procuring, producing, issuing, storing, and distributing Air Force publica-
tions. HQ AFCIC/SYSM:

1.8.1. Establishes overall policies and procedures for commands to administer their publications pro-
gram.

1.8.2. Prescribes standards, methods, and techniques on how to prepare artwork and how to forma
number, index, file, and maintain publications.

1.8.3. Authorizes project officers to establish special systems of publications, when necessary.

1.8.4. Evaluates effectiveness and efficiency of each command's publications management program
including reviewing MAJCOM, FOA, and DRU supplements in the 33 series (communications and
information).

1.8.5. Evaluates and continually improvesPublications Management Progrium
1.8.6. Provides technical advice on publications management to Air Force personnel.

1.9. Approving Officials. At Headquarters US Air Force (HQ USAF), approving officials include heads

of Secretariat activities, HQ USAF Deputy Chiefs, Assistant Chiefs of Staff, and other offices reporting
directly to the Chief of Staff. These officials are responsible for policies and procedures that pertain to
their functional areasNOTE: Since establishing Air Force policy is an authority that rests with the Sec-
retary of the Air Force, the Secretary will review, approve, and autherall Air Force policy directives
(AFPD), paragrap2.2.1 Approval officials at all levels:

1.9. (AFMC) At HQ AFMC, the certification and approval levels for directive and non-directive com-
mand publications are the director and the deputy director, or their equivalents. At AFMC field activities,
the commander determines the certification and approval level.

1.9.1. Enforce policies and procedures governing publications, periodicals, and forms within their
activities and subordinate elements.

1.9.2. Review, comment on, and approve draft manuscripts of publications when coordination or
approval is required. They ensure the proposed publications do not conflict with higher headquarters
directives or the policies and procedures in their areas of responsibility.
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1.9.3. Approve publications on the AF Form 673, block 21, that verifies the publication is in conso-
nance with Air Force doctrine, existing law, National, DoD, and Air Force policy, and is approved for
publication. The signature block (name, rank, and title) of the approval authority appears on the last
page of the publication, before the attachments.

1.9.4. Approve, as Air Force original classification authority (OCA), all security classification guid-
ance contained in a publication. The OCA makes sure the classification guidance complies with AFI
31-401,Managing the Information Security Progre m.

1.9.5. Normally, the approving official is a minimum of one organizational level above the certifying
official.

1.10. Delegation of Approving Authority:
1.10.1. Directive Departmental Publications:

1.10.1.1. For new directive departmental publications, the two-letter approving official must
approve them the firtime published. This authority may be delegated.

1.10.1.2. Approving authority and functional coordination may be delegated for revisions of
existing departmental publications. However, the minimum mandatory coord may not be
delegated.

1.10.1.3. Even though the approving authority is delegated, the signature block in the publication
is that of the two-letter Air Staff functional principal.

1.10.1.4. The delegation of authority, whether for a single publication or a blanket request for
several publications, must be in writing, signed, and dated, and must accompany the AF Form 673
and the revised draft. As an alternative, you may also state the delegation of authority in the pur-
pose paragraph of the publication.

1.10.2. Nondirective Departmental Publications:

1.10.2.1. Approving authority and functional coordination be delegated for new or revised
nondirective departmental publications. However, the minimum mandatory coordination may not
be delegated.

1.10.2.2. Even though the approving authority is delegated, the signature block in the publication
is that of the two-letter Air Staff functional principeNOTE: For the definitions of new and
revised publications, séAttachment 1.

1.11. Certifying Officials. Normally, the certifying official is a minimum of one organizational level
above the OPR and certifies the need for the publication, to include currency of information, applicability
to the Air Force, propriety of content, and ensures the publication is in good taste, by signing the AF Form
673, block 18.NOTE: Before signing the AF Form 673, block 18, it is the responsibility of the certifying
official to make sure publications are not less restrictive than the basic publication. If needed, they can be
more restrictive.

1.12. Responsibilities of MAJCOM, FOA, DRU, and Base Lead Wing Coimanders. Command-
ers make sure an individual is designated as the publishing manager (pal.15) to manage the orga-
nization’s portion of the Air Force’s official publications program.
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1.12.1. Send the designee's name, organizational designation, functional address symbol (FAS)
E-mail address, and telephone number to the next higher headquarters. MAJCOM, FOA, and DRU
send information to HQ AFCIC/SYSM, with a copy to SAF/AAD. Air National Guard (ANG) field
unit publishing managers are not required to send designee information to ANG/SCIM.

1.12.1. (AFMC) Field units will send the publications manager's name, organizational designation,
E-mail address, and telephone number to HQ AFMC/SCD, 4225 Logistics Avenue, Suite 6,
Wright-Patterson AFB OH 45433-5745.

1.12.2. MAJCOMs (including NGB/CF) or FOA commander may establish certification and
approval levels for MAJCOM or FOA publications. MAJCOM and FOA commanders may either
establish levels for their field activities or authorize commanders of field activities to establish levels
locally.

1.12.2. (AFMC) Field activity commanders will determine certification and approval levels for local
publications.

1.13. Offices of Primary Responsibility (OPR) Who Write (Author) Publications.

1.13.1. Consult with the publications and forms management offices before developing your publica-
tion and or form in order to adhere to publishing requirements.

1.13.2. Make sure publications conform with requirements and standards of this volume. See AFI
37-160, Volume 8The Air Force Publications and Forms Management Programs-Developing and
Processing Form (will convert to AFI 33-360, Volume 2), for forms requirements and standards.

1.13.3. Ensure publication meets requirements for classified documents (if appropriate) and com-
puter security requirements per governing directives.

1.13.4. Ensure the technical content of the publication is as restrictive as the higher-headquarters puk
lications and does not contradict higher-headquarters publications.

1.13.5. Keep existing publications and prescribed forms current. Promptly rescind those publications
and forms no longer needed.

1.13.6. Write simply and concisely, using short and familiar words and short sentences and para-
graphs.

1.13.7. Do not include information that conflicts with, belongs in, or duplicates another publication.
1.13.8. Do not include information that could cause adverse public opinion of the Air Force.

1.13.9. Do not include advertisements or material that imply, in any way, the Air Force endorses,
favors, or restricts the use of a commercial product, commodity, or service (par3.4.15).

1.13.10. Coordinate with offices having a functional interest (para3.17), as well as the mini-
mum mandatory coordinators (paragri3.21).

1.13.11. Upon revision, coordinate the revised portions of departmental publications only with those
organizations having a functional interest in the change (para3.17). However, you must obtain
the minimum mandatory coordination according to parag3.21.

1.13.12. Conform with AFI 37-12(Federal Registe (will convert to the 90 series), for publishing in
the Federal Register; AFl 37-12The Information Collections and Reports Management Program,;
Controlling Internal, Public, and Interagency Air Force Information Collect (will convert to AFI
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33-324), when the publication prescribes a report; with AFI 37-Freedom of Information Act Pro-
grarmr, for Freedom of Information Act (FOIA) (will convert to AFI 33-331); and AFI 37-JAir,
Force Privacy Act Prograr for Privacy Act (PA) (will convert to AFI 33-332).

1.13.13. Tell SAF/AAD, via official correspondence, when transferring responsibility for a depart-
mental publication to another organization. Correspondence should be “From” the owning activity
“Thru” the gaining activity, to SAF/AAD. The gaining activity should indicate its concurrence with
the transfer when sending correspondence to SAF/AAD. Use AF FormRequest for Review of
Publication and/or Form, to change office symbols.

1.13.14. Keep record sets for standard and specialized publications. This applies to OPRs who
develop standard departmental publications, at the Secretariat and Air Staff level. However, MAJ-
COM or FOA publishing activities may determine who will maintain the record sets at their locations
(Attachment 2).

1.13.14. (AFMC) All field publishing managers will keep record sets of publications processed
through their activity.

1.13.15. Write stand-alone supplemerNOTE: OPRs will not integrate their supplements into the
basic Air Force-level publication. This policy does not apply to supplements to DoD-level publica-
tions; they are formatted differently.

1.13.16. Will, after notification from the publishing manager, notify the targeted audience via E-mail,
correspondence, or FAX when a publication or form is officially published. Notification is for new,
revised, changed, and rescinded information. See also pari3.50.21

1.13.17. Formalize new policy issued via a memorandum or message in an official publication within
the specified 120-calendar days (paragi3.2) after the date of the memorandum or message.

1.14. Publications and Forms Users.

1.14.1. Read Publishing Bulletins (PB). PBs announce additions, deletions, or changes to official
publications and forms. The system depends on publication users reading, understanding, and com-
plying with the announcements in PBs.

1.14.1. (AFMC) The AFMC Publishing Bulletin is posted on the AFMCPDL at http://
www.afmc.wpafb.af.mil/pdl/afmc/pb.htm

1.14.2. Maintain currency of Publications and Forms. Users of publications (including supplements)
and forms must make sure they are always using the current, officially published version. Whether
you have an electronic access or a paper copy of an Air Force publication, you should verify your ver-
sion against the official Air Force sources (posted air force indices or officially designated online
sites). Publications and forms available from the publishing distribution system (PDS) in paper or
electronic medium are official versions, even if appearance is different. Contractors working for the
Air Force must follow the version of the Air Force publications as prescribed under terms of their con-
tract, when specific dated publications are prescribed. Otherwise, contractors also follow the current
version.

1.15. Publishing Managers.

1.15.1. Supervise and manage their publishing program and recommend improvements to HQ
AFCIC/SYSM (through channels below MAJCOM or FOA level).
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1.15.2. Implement the policies and procedures in this volume.

1.15.3. Manage and implement iAir Force Electronic Publishing Progra and participate in Air
Force working groups or project teams, as requested.

1.15.4. Evaluate and approve requests to establish special publication systems (Section 3J).

1.15.5. Review field command supplements to publications pertaining to matters that have impact on
publishing activities and responsibilities.

1.15.6. Visit publications management offices of field activities, as needed.

1.15.7. Serve as the interface to contractors to prioritize program requirements and services, as pre
scribed in this publication, command, and local directives, where contractor-operated publishing
functions are in place.

1.15.8. Provide editable rich text format (.rtf) files to OPRs that can be used to revise and or supple-
ment publications.

1.15.9. Track publications from the time of US Air Force two-letter functional principal’s approval
until release to the publisher.

1.15.10. Review all publications before sending them to the publishing transform activity to ensure
structure and format are correct.

1.15.11. Provide a .pdf file to the OPR and request a 24last chanct review.

1.15.12. Review the SGML tagged files for accuracy and quality of graphics, then release to the pub-
lisher. NOTE: SASF/AAD will return publications that are incorrectly tagged to the publications
managers for reaccomplishment.

1.15.13. Will integrate supplements for OPRs.

1.15.14. Notify OPRs via E-mail, correspondence, or FAX when a publication or form is officially
published. Notification is for new, revised, changed, and rescinded information. See also paragrapf
3.50.2.
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Chapter 2
CHOOSING A PUBLICATION TYPE

Section 2A—Air Force Publications

2.1. Categories of PublicationsThere are two categories of Air Force publications, directive (para-
graph2.2) and nondirective (paragre2.3). In choosing a publication type, first check the directive and
nondirective definitions (paragrap2.2 and2.3 or Attachment 1) then choose the type of publication

that best fits your information requirements. These two categories are used as a descriptive way to
quickly determine whether compliance with a publication is mandatory or if it is informational. However,
refer to the individual publication to determine the exact nature of required compliance.

2.2. Directive Publications.Those publications that are necessary to meet the requirements of law,
safety, security, or other areas where common direction and standardization benefit the Air Force. The
language used within the individual publication describes the nature of compliance required. Air Force
personnel must comply with these publicatic NOTE: All departmental publications, directive and
nondirective, must have an antecedent AFPD. Publications in the directive category follow:

2.2.1. Policy Directives (PD). PDs are orders of the Secretary of the Air Force and contain directive
policy statements of the Office of the Secretary of the Air Force and HQ USAF to initiate, govern, or
regulate actions of conduct, within their specified areas of responsibility, by Air Force activities at any
level. AFPD 90-1Strategic Planning and Policy Formulatic sets the tone for all policy develop-

ment. PDs contain explanations of key terms, responsibilities and authority, and policy interfaces. As
required, metrics are attached to measure compli:Attachment 3). As a goal, the length of PDs
(without attachments) is two composed pages. Procedures or detailed "how-to" instructions will not
appear in PDs. Condense any absolutely essential parameters for action to the maximum extent pos-
sible and incorporate them into the body of the PD. You may not supplement ANOTE: Since
establishing Air Force policy is an authority that rests with the Secretary of the Air Force (paragraph
1.9), the Secretary will review, approve, and authentiall AFPDs (paragrap3.21 andTable

3.2). Subordinate activities may issue command PDs, that they will designate with the acronym of
the command; e.g., ACCPD (for Air Combat Command Policy DirectiNOTE: MAJCOM and

FOA PDs must remain as restrictive as the higher headquarters publications and must not contradict
the higher-headquarters publications. Keep command-level PDs consistent with related AFPDs.
AFPDs are indexed in AFIND Numerical Index of Standard and Recurring Air Force Publications,
Section B.

2.2.2. Doctrine Documents. Doctrine documents are statements of officially sanctioned beliefs and
warfighting principles that describe and guide the proper use of air and space forces in military action.
Doctrine documents provide the foundation for Air Force policies that guide our personnel as they
plan, employ, organize, train, equip, and sustain Air Force forces. Doctrine documents also provide
the foundation for Air Force contributions to joint and combined doctrine development. Doctrine
documents are authoritative, but require judgment in application. The Air Force develops doctrine at
different levels and depths of detail in the forms of basic, operational, and tactical doctrine. Each level
of doctrine plays an important role in describing and guiding the preparation (organizing, training,
equipping, and sustaining) and employment of air and space forces.
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2.2.2.1. Basic doctrine (1 series doctrine documents) states the most fundamental and enduring
beliefs that describe and guide the proper use of air and space forces in military action. Basic doc:
trine is the foundation of all airpower doctrine. Because of its fundamental and enduring charac-
ter, basic doctrine provides broad and continuing guidance on how forces are prepared and
employed.

2.2.2.2. Operational doctrine (2 series doctrine documents) applies the principles of basic doc-
trine to operational actions by describing the proper use of air and space forces in the context of
distinct objectives, force capabilities, and operational environments. Operational doctrine
describes how the Air Force fights, and it anticipates changes and influences which may affect
military operations, such as technological advances.

2.2.2.3. Tactical doctrine (3 series tactics, techniques, and procedures [TTP] and tactics, tech-
niques, and procedures [interservice] [TTP{l}]) applies basic and operational doctrine to military
actions by describing the proper use of specific weapon systems or detailed TTPs, to accomplist
specific military operations. TTP(l) publications are approved for use by the Air Force and at
least one other Service. TTP(l) publication format is similar to joint doctrine publications.
NOTE: TTP and TTP(l) publications are not directive.

2.2.2.3.1. AFTTP(I)s are certified by the Air Force Doctrine Center (AFDC/CC) and are
approved by ACC/CC. They require mandatory Air Staff coordination as outlined in para-
graph3.21andTable 3.2. Once finalized, AFDC/DJ submits the finalized camera-ready
copy to SASF/AAD along with the fully coordinated and approved AF FormRequest to

Issue Publicatior, and an electronic file for posting to the WWW.

2.2.2.3.2. AFTTP 3-1 and 3-3 publications are Air Force-level publications subordinate to Air
Force doctrine documents. They are certified by the AFDC three-letter functional principal
and are approved by the AFDC two-letter functional principal. They require mandatory Air
Staff coordination as outlined in paragre3.21 andTable 3.2. Once finalized, AFDC/DR
submits the final copy to SAF/AAD along with the fully coordinated and approved AF Form
673, and an electronic file for posting to the WWW.

2.2.2.4. Command activities may not issue command doctrine documents, nor may they supple-
ment Air Force doctrine documents (AFDD). The OPR for doctrine is located at the AFDC. Con-
tact the AFDC regarding the format for 1 and 2 series doctrine documents. The format is similar
to the joint doctrine publications. See also AFI 10-1:Air and Space Doctrir, for guidance to
develop doctrine publications. AFDDs and AFTTPs are indexed in AFIND 2, Section C.

2.2.3. Mission Directives (MD). MDs prescribe the mission, area or responsibility, organization,
responsibilities, and command relationships of Air Force units. Only the unit described in the title
may supplement MDs. Subordinate activities may also issue MDs, which they will designate with the
acronym of the command; e.g., ACCMD (for Air Combat Command Mission Directive). Air Force
MDs (AFMD) are indexed in AFIND 2, Section D.

2.2.3. (AFMC) AFI 10-101, 1 Sep 9fFormat and Content of Mission Directiy, assigns a mission
directive number to each MAJCOM. AFMC has been assigned the number 4. HQ AFMC/XPMO has
assigned a 3-digit number based on the number 4 to HQ AFMC, HQ AFMC Field Operating Agencies
(FOASs), and each AFMC direct reporting unit (DRU). The mission directive numbering assignment
is as follows:

HQ AFMC 401
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HQ AFMC FOAs 402
AAC 403
AFFTC 404
AEDC 405
OC-ALC 406
OO-ALC 407
SA-ALC 408
SM-ALC 409
WR-ALC 410
ASC 411
ESC 412
SMC 414
AMARC 415
AFSAC 416
USAFM 417
AFRL 420

The above units will use the assigned number for their mission directive. If a center chooses to publish
more than one mission directive, number them with a dash (-) 1, 2, 3, etc. (For example: ESCMD 412-1,

for 38 EIW; ESCMD 412-2, for MSG; ESCMD 412-3, for SSG, etc.).

2.2.4. Instructions. Instructions are orders of the Secretary of the Air Force and are approved in the
Secretariat or the Air Staff (paragrel.9). They are usually drafted at the MAJCOM and FOA level

and provide essential procedural guidance necessary to implement Air Force policy in the field. Use
an instruction if you want to direct action, ensure compliance, or give detailed procedures to standard
actions across the Air Force. You may supplement instructions at any level. Subordinate activities
may also issue instructions, which they will designate with the acronym of the command; e.g., AFRCI
(for Air Force Reserve Command InstructioNOTE: MAJCOMs, FOAs, DRUs, Wings, and Bases

will keep their instructions as restrictive as the higher-headquarters publications and will ensure they
do not contradict the higher-headquarters publications. These are specific instructions necessary to
implement PDs at the field units and MAJCOM or local headquarters will write them. Instructions
must contain the banner statem"COMPLIANCE WITH THIS PUBLICATION IS MANDA-

TORY" across the top of the title pacCompliance with instructions is mandatory at all Air

Force levels-MAJCOM, FOA, DRU, Wing, and Base.Air Force instructions (AFI) are indexed in
AFIND 2, Section B.

2.2.4.1. Instruction Complements. Instruction complements are checklists and addenda and are
subordinate to the parent instruction. They replace the existing single-command publications.
The two types of complements are checklists (CL-number) and addenda (Addenda-alpha). Com-
plements are separate, add-on, supporting documents referenced to the source (basic) instruction.
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Customers establish separate complement requirements based on unit mission taskings. Eac
complement will have a unique functional statement, index them in AFINDZ2, Section B, and pub-
lish them separately. Examples are: AFI 11-2C141, Volume 3, Combat Operations Check-
list-Cockpit Crev; AFI 11-C141, Volume 3, CL-ZzCombat Operations Checklist-Loadma;ter

and AFI 11-2C141, Volume 3, Addenda Aircraft Configuratior. NOTE: Keep MAJCOM,

FOA, DRU, Wing, and Base instruction complements as restrictive as the higher-headquarters
publications and ensure they do not conflict or contradict the higher-headquarters publications.
Index them in the appropriate index 2.

2.2.5. Manuals. Manuals are extensions of instructions and are, therefore, also directive publications
Use them as guidance documents for procedures that usually contain examples for performing stan
dard tasks, or supporting education and training programs (AFI 36-Developing, Managing, and
Conducting Trainin). You may supplement manuals at any level. Subordinate activities may also
issue manuals, which they will designate with the acronym of the command; e.g., AETCMAN (for Air
Education and Training Command ManuéNOTE: MAJCOM, FOA, DRU, Wing, and Base man-

uals must be as restrictive as the higher-headquarters publications and must not contradict the
higher-headquarters publications. As a course of routine, manuals are not printed with the banne
statement, “COMPLIANCE IS MANDATORY” on the title page. If, due to the language of the man-
ual, an OPR determines compliance is mandatory, the OPR may request the publisher include the
“COMPLIANCE IS MANDATORY” statement on the title page. Highlight your request on the AF
Form 673, block 16. Air Force manuals (AFMAN) are indexed in AFIND 2, Section B.

2.2.6. Interservice Publications (IP)--Formerly Joint Departmental Publications NOTE: This

revision changes the JDP category to IPS because the term “joint” conflicts with and is confusing to
the joint publications designated by the JCS (parac2.5). IPS contain mutually agreed-upon pol-

icies or procedures the Air Force and one or more of the military departments or DoD agencies, suct
as the defense logistics agency (DLA) need to carry out a common mission or function. IP types con-
sist of those listed in paragrag2.2.4, 2.2.5,2.3.1, 2.3.3, 2.3.4, and2.3.5 See also AFI 10-1301,
Aerospace Doctrini for guidance to develop doctrinal publications. IPS are indexed in AFIND 2,
Section B.

2.2.7. Supplements. Supplements add material to publications issued by higher headquarters or age
cies. Each supplement bears the number of the parent publication; e.g., DoD 5120.43-R/Air Force
Supplement. Secretariat and Air Staff (HQ USAF) activities that develop departmental publications
must not supplement departmental publications. Subordinate commands may issue supplements
which they will designate with the acronym of the command,; e.g., ACCS1 (for Air Combat Command
Supplement 1). HQ USAF supplements a variety of DoD and Federal agency publications; likewise,
field commands may supplement certain publication types listed in pari2.2 Keep supplements

as restrictive as the basic publication.

2.2.8. Operating Instructions (Ol). Ols assign responsibilities, direct actions, and prescribe proce-
dures within:

2.2.8.1. A headquarters--as headquarters NOTE: For HQ USAF(includes Secretariat and
Air Staff) only: The focal point for Headquarters USAF operating instructions is SAF/AAX. HQ
USAF personnel should see HOI 33-Headquarters USAF Operating Instructions, Pamphlets,
and Handbooks Management Progréor format and coordination guidance. SAF/AA reviews,
approves, and authenticaallHQ USAF operating instructionsNOTE: For MAJCOMs/FOAs/
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DRUs: Consider subject matter and purpose when deciding whether to use an Ol or an instruc-
tion.

2.2.8.2. A branch--as a branch OIl. Organizational elements, such as a headquarters staff office,
flight, detachment, squadron, department, division, or similar units; e.g., a functional area, main-
tenance Ols, etctNOTE: Consider subject matter and purpose when deciding whether to use an
Ol or an instruction; e.g., publish installation traffic rules in an instruction; however, a squadron or
group can establish procedures for selecting a noncommissioned officer of the quarter in an Ol. If
the subject matter requires careful review of written procedures and a historical record, use an
instruction.

2.2.9. Previously Used Publications Types:

2.2.9.1. AFRs, AFMs, and Publications Using the Old Numbering Scheme. These publications
are listed in AFIND 2, Section E, and will remain in effect until converted to the new publication
types.NOTE: Once these types are converted to the new publications types, no organization may
reference this obsoleted designation.

2.2.9.2. JDPs. An obsolete designation.

2.2.9.3. Multicommand Publications (MCP). Publications which affect two or more commands,
but do not necessarily affect the entire Air FoiChapter 4). MCPs are indexed in AFIND 2,
Section G. The Air Force will discontinue MCPs as soon as all existing MCPs are converted to
AFIs.

2.3. Nondirective Publications Nondirective publications are informational and suggest guidance that
you can modify to fit the circumstances. Complying with publications in this category is expected, but
not mandatory. Air Force personnel use these publications as reference aids, “how-to” guides, or as
sources of official information; e.g., recurring periodiceNOTE: You may not supplement nondirec-

tive publications, nor prescribe forms or RCSs in them, nor issue ICs or EMCs to them.

2.3.1. Pamphlets. Pamphlets are informational publications which normally are "how to" documents
and may include procedures for implementing Air Force policies. You may write pamphlets in a more
informal style than instructions, if warranted. In special cases, pamphlets need not follow the format
prescribed for instructions. If you have a special or unique pamphlet, see your publishing manager for
guidance before developing. Pamphlets may provide guidance regarding reports, but may not pre-
scribe reports. They may cite forms and provide guidance on completing them, but may not prescribe
them (paragrap3.21.3). Field commands and activities may issue pamphlets, which they will desig-
nate with the acronym of the command; e.g., ACCPAM (for Air Combat Command Pamphlet). For
information and guidance on nonrecurring pamphlets; e.g., nonstandard pamphlets that are not
revised, see Section 3H. Air Force Pamphlet (AFPAM) are indexed in AFIND 2, Section B.

2.3.2. Indices. Indices are informational publications that serve to guide, point out, or otherwise
facilitate reference. Indices are not supplemented. Subordinate commands may issue indices, which
they will designate with the acronym of the command; e.g., ACCIND (for Air Combat Command
Index). AFIND 2 is the Air Force lead index and can point you to other indices (Section A) and all Air
Force publications (Sections B through I). There is no requirement to use the AF Form 673 to process
indices. Indices are listed in AFIND 2, Section A.

2.3.3. Directories. Directories are informational publications that are compilations serving to direct.
They are systematically arranged, usually in alphabetical or classed order, such as a listing of
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addresses, affiliations, functions, and similar data. Subordinate commands may issue directories, the
they will designate with the acronym of the command; e.g., ACCDIR (for Air Combat Command
Directory. Air Force directories (AFDIR) are listed in AFIND 2, Section B.

2.3.4. Handbooks. Handbooks are concise reference books on the technical aspects of a particul
subject or a compilation of factual data and instructional material not subject to frequent revision.
Subordinate commands may issue handbooks, which they will designate with the acronym of the
command; e.g., ACCH (for Air Combat Command Handbook). Air Force Handbooks (AFH) are
listed in AFIND 2, Section B.

2.3.5. Catalogs. Catalogs are informational publications that are detailed listings which describe or
list a collection of information according to some plan. Subordinate commands may issue catalogs,
which they will designate with the acronym of the command; e.g., ACCCAT (for Air Combat Com-
mand Catalog). Air Force catalogs (AFCAT) are listed in AFIND 2, Section B.

2.3.6. Recurring Publications. These are nondirective magazines, periodicals, or newsletters. Sec
tion 3H explains how to establish and issue these publications. Air Force recurring periodicals
(AFRP) are indexed in AFIND 2, Section F.

2.3.7. Nonrecurring Publications. These include nondirective classified or unclassified pamphlets
not subject to revisions, not shown in an index, and usually not numbered.

2.3.8. Visual Aids (VA). VAs usually do not require fill-in information. They are posters or graphic
illustrations. OPRs issue them for display on walls, bulletin boards, desks, and other places. OPR:
should combine and issue VAs at the highest levels, when possible. Where practical, OPRs may hav
two different VAs printed on one page (back to back). Prescribe the use of departmental VAs by a
publication. Indicate on the face of the VA the prescribing publication; e.g., "AFVA 33-3 (Prescribed
by AFI 33-360, Volume 1)." MAJCOMs and FOAs may establish their own guidance on VAs. VAs
are indexed in AFIND 2, Section H. There are two kinds:

2.3.8. (AFMC) HQ AFMC does not require that a visual aid (VA) be prescribed by a directive; how-
ever, centers, field operating agencies (FOA), and DRUs may establish their own guidelines. Proces:
a VA the same as for any other publication. The VA number, date of issue, office of primary respon-
sibility (OPR), distribution, and expiration date, if applicable, must be placed on the front of the VA.
A command-level organization or manning chart is issued as a VA in the 38 series.

2.3.8.1. Permanent VAs. These explain or instruct. An example is a chart portraying military
insignia. Number, date, and index these VAs just like other publications, complete AF Form 673,
and maintain a record stAttachment 2).

2.3.8.2. Temporary VAs. These inform or motivate, such as a poster promoting safe driving. As
a rule, limit display to 90-calendar days or less. Show an expiration date in small type at the bot-
tom of the VA; e.g., “Expires 30 December 1997.” If the VA shows the date of an event, you may

eliminate the expiration date. Do not number or index these VAs. Temporary VAs do not require

an AF Form 673, maintenance of a record set, or a prescribing publication.

2.3.9. Official Bulletins.

2.3.9.1. Base or Headquarters Official Bulletins. These contain temporary announcements,
notices, and instructions. Each base issues only one bulletin, but a large headquarters located on
base may issue one separately. A base may issue the bulletin at regular intervals; e.g., weekly, C
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as needed. Besides PBs, base or headquarters official bulletins are the only other types of bulletins
authorized.

2.3.9.2. Publishing Bulletins. PBs announce processing and rescission actions on Air Force pub-
lications and forms according to AFI 37-1tDistribution Managemel (will convert to AFI
33-361).

Section 2B—Non-Air Force Publications

2.4. Department of Defense Publications (DoDDoD directives, instructions, publications, and their
changes.

2.5. Joint Publications.The JCS provide instructions to the Military Departments. AFIllists these
publications. Usually the PDS distributes these publications, but some are available through other chan-
nels as shown in AFIND 4.

2.6. Defense Intelligence Agency (DIA) PublicationDIA issues instructions, regulations, manuals,

and guidance letters that the Secretariat, Air Staff, MAJCOMs, and FOAs may supplement. HQ USAF/
XOl is the focal point for receiving, assigning action, and implementing these publications. AFIND 15,
Numerical Index of Specialized USAF Intelligence (USAFINTEL) Publice lists these publications.

2.7. Defense Information Systems Agency (DISA) Publicatior. DISA issues two types of publica-
tions--DISA Circulars and DISA Notices (DISAN). They are directive on Air Force activities operating
and maintaining elements of the Defense Information System Network and certain other communications
facilities. DISAN 210-0-1 indexes them and outlines requisitioning procedures and other information.

2.8. Publications of the Army, Navy, DLA, and Defense Finance and Accouing Service Impact-
ing on the Air Force. Usually, these activities issue publications as IPs. IPs are issued under procedures
explained in paragrap2.14and2.15.

2.9. The National Imagery and Mapping Agency (NIMA) PublicationsNIMA issues instructions

and manuals. If directive on Air Force activities requiring NIMA products and services, index these doc-
uments in AFIND 4. AFI 14-20fldentifyin¢ Requirements for Obtaining and Using Cartographic and
Geodetic Products and Serviclists NIMA catalogs of cartographic products and instructions for order-

ing.

2.10. Department of Labor Publications on Occupational Safety and HealtlThe Department of

Labor issues standards and other publications that implement the Occupational Safety and Health Act
(OSHA). The Air Force maintains safety and health standards consistent with OSHA standards. Safety
and health offices requisition OSHA standards through the PDS. AFINIndex o Air Force Occupa-

tional Safety and Health (AFOSH) Standards, Department of Labor Occupational Safety and Health
(OSHA) Standards, and National Institute for Occupational Safety and Health (NIOSH) Publ cations
lists OSHA standards and other related publications. AFI 91Air Force Occupational and Environ-

mental Safety, Fire Prevention, and Health (AFOSH) Standcontains additional information on the

Air Force's Occupational Safety and Health Program.
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2.11. National Institute for Occupational Safety and Health (NIOSH) Publicitions. The Depart-
ment of Health and Human Services issues NIOSH publications that are directive on the Air Force.
AFIND 17 lists those currently in use within the Air Force and explains the basis of issue.

2.12. National Security Telecommunications and Information Systems SecuriCommittee
(NSTISSC) Publications The NSTISSC issues instructions that are directive on the Air Force. HQ
AFCIC/SY implements these directives as departmental publications in the 33 Communications

and Informationor as specialized publications listed in AFIN, Numerical Index of Specialized Infor-
mation Protection Publicatiols

2.13. Other Non-Air Force Documents and Directive. An AFI must prescribe the use of other Fed-

eral agency publications that Air Force activities need for operation or information. The Air Force may
implement the policies and laws in the following documents in either an AFPD, AFI, or AFMAN: E.O.s;
Public Laws; Federal Procurement Management Regulations (GSA); OMB Bulletins, Circulars, and
Notices; GSA Federal Management Circulars and Notices; Environmental Protection Agency Regula-
tions; and Department of Commerce Circulars, Bulletins, and Notices. Other examples are publications
issued by the Federal Aviation Administration, General Accounting Office, and Department of Health
and Human Services. AFIND 4 indexes them. The Air Force OPR must send a functional (F) statemen
to SAF/AAD to establish functional requirements within the Air Force.

2.14. Participation of the Air Force and One or More DoD Agencies in an Iterservice Publica-

tion (IP). The Military Department or agency that publishes an IP is the "executive agent” for that publi-
cation. All participants in an IP mutually agree on the policies and procedures needed to carry out theit
mission. To identify a publication as an IP, add a (I) after the publication number; e.g., AFI 33-410(l),
AFPAM 33-490(1), etc. If a participant adds to these policies or procedures because of unique operating
procedures, it indicates applicability to that service or agency only. All participants in an IP must mutu-
ally agree to revise or rescind it. However, one service or agency may issue a change or rescind the pul
lication as it pertains to that activity. The issuing agency must coordinate the change or rescission witl
the other participants and send them a printed copy. The DoD-component OPR then decides whether 1
issue a change, based on its own policies and procedures.

2.15. Air Force as the Executive Agent on an Interservice Publication (IPWhen the Air Force
(Secretariat or Air Staff) is the executive agent, the Air Force publication number, command approval,
and distribution formula precede those of the other Military Departments or acNOTE: On IPs for

which Air Force is the executive agent, place the distribution element as the last element in Attachment 1
Title the distribution element “Interservice Publication Distribution List” then follow with the services’
distribution list. The other department's or agency's information is listed in order of precedence. The Air
Force OPR develops and processes the publication according to this volume. The OPR sends the draft, |
memorandum, to each Military Department or agency OPR for final approval. In the memorandum, spe-
cifically request the verification of publication number and approving authority, distribution formula,
printing requirements, and shipping instructions. The OPR coordinates with the affected Secretariat anc
Air Staff offices identified irTable 3.1 andTable 3.2 for functional and mandatory coordinations. The
OPR shows all coordination, including that obtained from other Military Departments, on the AF Form
673, and sends one copy of the double-spaced draft, a copy of the original, signed AF Form 673, and .
disk, with an electronic copy of the publication to SAF/AADP.
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2.16. Another DoD Agency or Military Department as Executive Agent on an Iterservice Publi-
cation (IP).

2.16.1. The executive agent's OPR develops and formats the publication according to the executive
agent's policies and procedures, and sends the draft to the Air Force functional OPR for preliminary
coordination.

2.16.2. The executive agent returns the draft to the Secretariat or Air Force functional OPR for final
coordination.

2.16.3. The Air Force functional OPR works with the executive agent to develop the Air Force input,
and gets Secretariat and Air Staff functional coordination. The OPR shows all coordination on the AF
Form 673; has the approval authority sign it; and sends the approved draft, by memorandum, to the
executive agent, with a copy to SAFAAD. If there are differences raised during coordination, the
OPR works with the executive agent to resolve them during Air Force coordination.

2.16.4. The executive agent sends the approved draft to the appropriate Military Department's pub-
lishing activity for processing. The executive agent's publishing activity sends a memorandum with a
30-calendar-day suspense to SAF/AAD requesting verification of publication number and approving
authority, distribution formula, printing requirements, and shipping instructNOTE: If the OPR

fails to send a copy of the fully coordinated and signed AF Form 673 to SAFAAD at this stage, the Air
Force cannot meet the 30-calendar-day suspense agreed to by all the other Military Departments and
agencies. Consequently, the Air Force may not be able to participate in the publication.

2.16.5. SAF/AAD checks the draft for the Air Force publication number, approving authority, distri-
bution formula, superseded publications, and accuracy of referenced forms. It then sends the execu-
tive agent's publishing activity a memorandum providing the information in pare2.16.4.
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Chapter 3
RULES AND REQUIREMENTS

Section 3A—Planning, Researching, and Developing Publications

3.1. Planning and ResearcrlIf the publication is lengthy or complex, contact your publishing manager
for guidance and refer 1Attachment 4. Conduct in-depth research, as necessary. Inadequate research
could result in issuing more than one publication on the same subject, issuing conflicting instructions, or
publishing a nonessential or an incomplete publication. Be thorough when revising or changing a publi-
cation. Read each word carefully. Do not presume all provisions are current, particularly in publications
several years old. Review indices to find out if any other publication has a similar subject. If there is a
related publication, consider consolidating it. Review related field publications, if revising a publication.
Add all suitable information to reduce or delete the need for supplements. Send copies to users who mu:
comply with the publication for comments.

3.2. Issuing New PolicyYou may issue a memorandum or message in place of a publication to pre-
scribe a new policy or procedure that affects many people when there is not enough time to process, pos
and, or distribute a publication. Yimust replace the memorandum or message by a revised publication
within 120-calendar days after the date of the memorandum or message. To ensure conversion of polic
memorandums and messages to publicatiall policy memorandums and messamust contain an
expiration. This date cannot exceed the specified 120-calendar d¢ In other words, OPRs cannot
choose to date a policy memorandum or message with a date exceeding 120-calendar days. Additionall
you must also include the publishing function as an information addreREMINDER: It is the OPR’s
responsibility to formalize the policy in an official publication within the specified 120-calendar days.
NOTE: Policy remains in effect, however, until rescinded, superseded, or replaced by a publication,
regardless of the 120-day expiration.

3.3. Overly Restrictive Delegations or Overly Broad Requirement. Air Force publications must
not impose overly restrictive requirements. This means a publication must not:

3.3.1. Overly restrict delegation of authority. If a publication states that commanders take certain
action, they may delegate the action unless the publication or related laws or directives state that the:
must do it personally. Only impose such restrictions when there is a legal, financial, or other reason
for the commander (or other official) to act personally. Use phrases such as "the commander (vice
commander or other official) must personally. . . ." or "the commander may not delegate this author-
ity."

3.3.2. Impose unnecessarily broad taskings or requirements on activities and installations. Such task
ings may create hardships at geographically separated units and remote locations with a small staff. |
some units (or none at all) need not comply with some requirements, particularly those that create
committees or boards, state these exceptions in the publication.

3.3.3. Specify performing the function as an additional duty, or that a military member of a certain
minimum grade or range of grades must perform a duty, unless legal requirements or other DoD or Air
Force publications require such senior taskings. You must allow commanders to manage essentia
functions, assign additional duties, and decide which personnel they will use to get the job done.
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3.4. Specific Legal Requirements.

3.4.1. Enforceability of Publications. Purpose statements must include, as warranted, specific
enforceability language directing compliance by Government military and civilian personnel, includ-
ing a description of the consequences of noncompliance. A combined purpose statement could read
as follows:

"This directive sets forth policies regarding protest or political activities of Air Force civilian and mil-
itary personnel, including the Air Force Reserve and Air National Guard. Failure to observe prohibi-
tions and mandatory provisions of this directive in paragraphs 1, 17, and 32 by military personnel is a
violation of Article 92,Uniform Code of Military Justic(UCMJ). Violations by civilian employees

may result in administrative disciplinary action without regard to otherwise applicable criminal or
civil sanctions for violations of related laws."

3.4.2. Nature and Purpose of Punitive Publications. A “punitive” publication is one which is enforce-
able under Article 92(1) or 92(2) of the UCMJ. Article 92 has three subsections. Article 92(1)
addresses a violation of, or failure to obey, any lawful general order or regulation. Article 92(2)
addresses certain other lawful orders of which the individual accused has actual knowledge. Article
92(3) punishes “dereliction of duty.” The three subsections carry different maximum punishments.
Article 92(1) carries a maximum punishment of a dishonorable discharge, forfeiture of all pay and
allowances, and confinement for 2 years. Article 92(2) carries a maximum punishment of a bad con-
duct discharge, forfeiture of all pay and allowances, and confinement for 6 months. Article 92(3) car-
ries a maximum punishment of a bad conduct discharge, forfeiture of all pay and allowances, and
confinement for 6 months, if the dereliction of duty was willful. If the dereliction was through neglect
or culpable inefficiency, the maximum punishment is forfeiture of two-thirds pay per month for 3
months and confinement for 3 months. Reduction to E-1 is also possible for violations of any subsec-
tions of Article 92.

3.4.2.1. Punitive Versus Nonpunitive Publications. Not all publications, even though lawful, are
“punitive;” i.e., punishable under Article 92(1) or (2). To be “punitive,” a publication must clearly
set forth the specific conduct of individual members to be regulated, using mandatory language.
Specific portions of publications which provide only general guidance or advice, or which require
further supplementation by others to give them effect, will not be considered punitive for the pur-
pose of Article 92(1) prosecution. A nonpunitive publication, on the other hand, is one that pro-
vides general guidelines or advice in conducting military functions. Even though a nonpunitive
publication may not be enforced under Article 92(1) or (2), its provisions may form the basis for a
duty which can be enforced under Article 92(3) as dereliction of (NOTE: The nonpunitive
nature of a publication does not mean compliance is optional. Compliance with both punitive and
nonpunitive publications is mandatory.

3.4.2.2. General Order or Regulation. To be a “general order or regulation” for the purposes of
Article 92(1), a publication must be (1) published by the President, Secretary of Defense, or Sec-
retary of one of the Services, or (2) issued by an officer having general court-martial convening
authority, a general or flag officer in command, or a commander superior to either of those offic-
ers. A punitive publication which is not a “general order or regulation” (i.e., it was issued by an
authority other than one of the authorities listed above) can be enforced under Article 92(2) if the
individual accused had actual knowledge of its existence.
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3.4.2.3. Making a Publication Punitive. In some instances, the matter discussed in a publication
is of such consequence that failure to adhere to its proscriptions or mandates should result in puni
tive sanctions under Article 92, or other articles, of the UCMJ. To be lawful, a punitive publica-
tion must be reasonable in furtherance of, or connected to, military needs (promotes morale,
discipline, and usefulness of command), specific as to time and place and definite and certain in
describing the act or thing to do or omit, and not otherwise contrary to established law. Mandatory
provisions place an affirmative duty upon an individual to do a certain act (e.qg., lock a safe, follow
a checklist, wear certain items, attend certain formations, etc.). Prohibitory provisions require that
an individual not do something (e.g., enter a classified area, wear prohibited uniform combina-
tions, drive in excess of a stated speed, etc.). Send all proposed punitive publications to the staf
judge advocate (SJA) for review before issuance.

3.4.3. Structure of a Punitive Publication. Generally, for a publication to be punitive, it must place
obligations on individuals. The purpose statement must specify clearly which parts of the publication
contain punitive provisions; a service member should be able to tell by looking to the introductory
provisions of a publication that it contains punitive provisions. Publications containing punitive pro-

visions often provide nonpunitive information. Drafters must, therefore, identify clearly those por-

tions that are punitive in nature, or place punitive provisions in a separate publication.

3.4.4. Specifying Punitive Portions in the Purpose Statement. A purpose statement must clearly spec
ify which parts of a publication contain mandatory provisions and prohibitions enforceable against the
individual. While such language standing alone in the purpose statement does not make a publicatiol
punitive, it becomes punitive when combined with punitive language in the body of the publication. It
must state clearly to what categories of people the punitive provisions apply; for instance, to all ser-
vice members or to all crewmembers, or to all persons driving automobiles on bases. It must say ir
the purpose statement that failure to observe the prohibitions and mandatory provisions in the publica:
tion is a violation of Article 92, UCMJ; or that noncompliance may result in punishment under Article
92, UCMJ.

3.4.5. Punitive Language. Most of the recommended language to use in publications does not readily
place the reader on notice that the publication is punitive in nature. Use mandatory language such a:
"will," "will not,” "shall,” "shall not,” "must,” "must not," etc. Paragraphs containing mandatory pro-
visions or prohibitions must state that a failure to obey is a violation of Article 92, UCMJ. This state-
ment should accompany each mandatory provision or prohibition, or may, if clear, refer to a series of
mandatory provisions or prohibitions listed within a specific paragraph.Attachment 1 for the
definition of the term punitive.

3.4.6. The Use of “By Order of the Secretary of the Air Force” for Nondirective Publications. We
will continue to issue nondirective publications “By Order of the Secretary of the Air Force.”
Whether a publication is directive or nondirective, the authority to issue it derives from the inherent
authority of the Secretary of the Air Force to administer the affairs of the Air Force pursuant to 10
U.S.C., Part 801:Secretary of the Air Force.

3.4.7. Effect of thdPaperwork Reduction Act of 1€ (Title 44, U.S.C., Chapter 35) on Publications.
Each Air Force publication that authorizes collecting information internal or external to the Air Force
is subject to thiPaperwork Reduction Act of 1€. The Air Force must properly license collections

with the proper control number. This includes information requirements developed to support all
management functions, unless excluded in AFI 37-124 (will convert to AFI 33-324) and information
collected to satisfy statutory, congressional, and other interagency-imposed information requirements:
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the collection of information from the public; and information collected internally within the Air
Force.

3.4.7.1. Information collections are defined as data or information used in determining policy;
planning, controlling, and evaluating operations and performance; making administrative determi-
nations; or preparing other reports.

3.4.7.2. Internal Air Force information requirements are licensed with a reports control symbol
(RCS) number. Include the RCS number in the directive that requires the information and indicate
the emergency status and precedence code to serve as a guide for reporting under emergency con-
ditions. Specify whether respondents should transmit the report by message during periods of
MINIMIZE. See also Allied Communications Publication (ACP) 121USSUP1FCommuni-

cations Instructions--General (, for policy on MINIMIZE.

3.4.7.3. The Air Force must license external information requirements either with an OMB
approval number or an interagency report control number assigned by GSA. Reference the con-
trol numbers in the paragraphs that refer to the information collections. If the publication requests
information from the public, OMB must approve and license the collection. If the publication
requests information from other departments of the Federal Government (or vice versa), GSA
licenses the information collection.

3.4.7.4. The OPR must coordinate with the Air Force information management control officer
(IMCO), HQ AFCIC/TIA, for departmental publications that collect information that require
licensing.

3.4.7.5. When using forms, formats, or form memoranda to collect information internal or exter-
nal to the Air Force, coordinate them with SAF/AAD for departmental forms, and the IMCO at
HQ AFCIC/ITIA. Recipients should not honor information requirements not properly approved
and symbolized (assigned an information requirements control symbol--RCS number). You must
revalidate the RCS number and OMB licenses every 3 years.

3.4.8. Directing Issuance of Orders. Do not direct the issuance of orders in a publication unless there
is a legal need or higher headquarters requires it.

3.4.9. Freedom of Information Act (FOIA). See paragrl.13 for roles and responsibilities for
OPRs.

3.4.10. Privacy Act (PA). Effect of the Privacy Act of 1974 (Title 5, U.S.C., Section 552a) on Publi-
cations:

3.4.10.1. Each Air Force publication will contain a PA warning statement if it provides for, or
requires the Air Force to collect or maintain personal information in a PA system of records that is
retrieved by personal identifier. Include this warning in all publications that direct collection of
the social security number from the individual. The warning statement should cite legal authority,
system of records number, and title (if applicabINOTE: AFI 37-132 (will convert to AFlI
33-332) contains further guidance on PA statements.) The following is a sample warning state-
ment:

“This publication requires the collection and or maintenance of information protected by the Privacy Act
(PA) of 1974. The authorities to collect and or maintain the records prescribed in this publication are
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(U.S.Ccite) and or Executive Ordi(number. Forms affected by the PA have an appropriate PA state-
ment. System of records noti(number and title applies.”

3.4.10.2. The OPR must coordinate with the access programs manager, HQ AFCIC/ITC.

3.4.11. Publication in thFederal Registeof Proposed and Adopted Publications Affecting the Pub-
lic. The Air Force must notify the public of publications that affect the public, or will require public
compliance. Make notification in ttFederal Registeas prescribed by 5 U.S.C. 552 and 553. AFI
37-120 (will convert to the 90 series) explains the policy, requirements, and procedures.

3.4.12. Public or Foreign Distribution. Determine the Air Force needs to make an unclassified publi-
cation available for public or foreign distribution unithe International Exchange Progri. See

AFI 37-162,Managing the Processes of Printing, Duplicating, and Cog (will incorporate policy

as a supplement to DoDD 5330.3), and AFI 61-Disseminating Scientific and Technical Informa-
tion, for distribution-limitation statements that prohibit distribution of a publication.

3.4.13. Sale to the Public. Use Government Printing Office (GPO) Form Notification of

Intent to Publish, to notify the GPO superintendent of documents if the publication is placed on sale
to the public. You must complete all information on the form and ensure it is accurate so the superin-
tendent of documents can determine whether there is enough public interest to warrant placing it or
sale.

3.4.14. Copyrighted and contributed or loaned material:

3.4.14.1. The Air Force may use copyrighted material, or material contributed or loaned by non-

government sources in a publication. However, first obtain the required copyright release or

author's permission. It is unnecessary to obtain new copyright releases for the same material fo
each publication. Sample formatsFigure 3.1 andFigure 3.2 show how to obtain permission

to publish voluntarily submitted copyrighted manuscripts, and how to request free permission to

use copyrighted materials.
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Figure 3.1. Sample Format to Obtain Permission to Publish Voluntarily Submitted Copyrighted
Manuscripts.

I am the author and owner of the copyrights in an article titled (¥itle of article), which has been submitted
for publication in {#tfe of publication), a publication of the Department of the Air Force. 1 hereby grant
the United States Government, royalty free, permission (1) to print the article therein; (2) to raprchduﬂ
and distribute copies of, make derivative works of, and perform or display publicly the article; and (3) to
authorize others w do so for governmental purposes, 1 o) @l nod) desice that a copyright notice
accompany the publication of the article. (For copyright notice purposes, the year of first publication of
the article is [year]).

{Signature of the author)

Figure 3.2. Sample Format for Request for Free Permission to Use Copyrighted Materials.
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3.4.14.1.1. To show the presence of copyrighted material in a draft, indicate on the AF Form

673, block 16, that the draft contains copyrighted or loaned material.

3.4.14.1.2. At the bottom of the title page, centered below all other information, place the fol-

lowing statement in bold capital letterTHIS PUBLICATION CONTAINS COPY-
RIGHTED MATERIAL.

3.4.14.2. For publications with a cover, in addition to placing the statement on the title page, also

place the statement in bold capital letters, centered below all other information on the cover.
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3.4.14.3. In the text, place an asterisk at the beginning of the copyrighted material. In a footnote
on the same page (or below a figure), show the name of the copyrighted work, the year the work
was first published, the copyright symbol ©, and the name of the owner of the copyrighted work
(the name on the copyright release). Bigeire 3.3.for examples of copyright footnotes.

Figure 3.3. Examples of Copyright Footnotes.

IBEEE I ) ) 1

From Craesade tm Lurope, by Dradghe T, Eiseshooser. 1948 © by Doubleday & Co., Inc Keprinced by
||1:|:|7r¢55;-nl1 of tha patdister.

I
|:HEBHHIE:| Hroan Life WYl Carguckia, by Artheer WMare, by permission of Simon and Schuster. Copyright
1654

3 Womew's Secret Lirogweage, by Elsie MoCormick  Rigeinted wilk permizsion from tha Baptamber 1548
Fvoder's Dipess. Copomight 1956 by the Reader's Digest Asanciation, [ne

AFrom General Kenmey Repors, by Georgn C. Kennery, Copyright 1949 by Duell, Shoan, and Pearce,
., Mew York. Beprinted by permissios

3.4.15. Trade Names. When using a trade name or mark of a commercial manufacturer or service tt
clarify the text, include the following disclaimer as the last sentence in the publication's purpose state-
ment: "The use of the name or mark of any specific manufacturer, commercial product, commaodity,

or service in this publication does not imply endorsement by the Air Force." A trade name is simply

the name of the commercial enterprise, such as the XYZ Company; special treatment in the text is
optional. Distinguish each use of a trademark by quotations or preferably by using all capital letters,
and follow the first use by an acknowledgment in the text or in a footnote such as: “A trademark of

the XYZ Company.”

3.4.16. Prescribing Information Collections and Reports. ldentify a report in the publication title if
the main purpose of the publication is to prescribe the report; e.g., RCS: HQ AFCIC/SYSM(M)9201,
Title of the Report If the report is a minor element of the publication, identify the RCS number and
title in the title of the part, chapter, section, or paragraph. Coordinate with the Air Force IMCO, HQ
AFCIC/ITIA, for departmental reports, as soon as the need for the report is known. You must get the
report approved and licensed according to AFI 37-124 (will convert to AFI 33-324) before publica-
tion. Do not prescribe reports in nondirective publications (paragr&aih3).

Section 3B—Applicability of Publications

3.5. Conflicting Publications.When guidance in a publication issued by a field unit conflicts with the
guidance issued by a higher-level unit, the higher-level publication takes precedence. When a unit issue
a publication that conflicts with one of its own publications, each activity noting the discrepancy should
inform the issuing OPR of the conflict and ask for clarification. Pending clarification, comply with the
publication with the most current date.

3.6. Validity of a Publication. When a commander is reassigned, any publication showing the individ-
ual's signature element remains in effect until rescinded or revised. When a unit's designation changes, i
current publications remain valid and in effect until officially superseded or rescinded. Beginning on the
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effective date of redesignation, issue all new and revised publications, indices, and supplements with the
new designation. However, do not reissue current publications merely to show a new designation or new
commander.

3.7. Applicability of Departmental Publications to the Air Force Reserve Com mand (AFRC).All
departmental publications apply to the AFRC unless there is a stated exception in the purpose paragraph
of the publication (see AFI 10-30Responsibilities of Air Reserve Component (ARC) Fordd®TE:

HQ USAF/RE determines whether a departmental publication applies, not the OPR. As a result, you must
coordinate all departmental publications with HQ USAF/RE. HQ USAF/RE will provide the applicabil-

ity or exception statement to the OPR for inclusion in the purpose paragraph. If there is an exception,
state in the purpose paragraph; e.g., "This publication does not apply to Air Force Reserve Command
(AFRC), individual mobilization augmentees, and other individual reservists administered by HQ
ARPC." Project officers must coordinate departmental publications via AF Form 673 with HQ USAF/
RE.

3.8. Applicability of MAJCOM Publications to AFRC Units.

3.8.1. MAJCOM policy directives do not automatically apply to USAFR units (see AFI 10-301).
MAJCOM publications only apply to AFRC units when HQ AFRC concurs with proposed draft. If an
OPR in a MAJCOM that gains AFRC units upon mobilization believes that MAJCOM publications
should apply to AFRC units, that OPR must coordinate the draft with the appropriate AFRC OPR by
sending an electronic or paper copy direct to the HQ AFRC functional OPR, 155 2d Street, Robins
AFB GA 31098-1635, to determine applicability or nonapplicability. The HQ AFRC primary func-
tional OPR must obtain necessary coordination from other interested functional areas within AFRC.
If the AFRC OPR agrees the publication is applicable, as written or with exceptions, the HQ AFRC
functional OPR advises the MAJCOM OPR by E-mail or written memorandum. Electronic coordina-
tion is authorized according to paragraph4. The issuing MAJCOM must designate in the purpose
statement:

3.8.1.1. When the entire publication applies, include the statement "This publication applies to
Air Force Reserve Command (AFRC) units.”

3.8.1.2. When only specific portions apply, include a statement such as, "Chapter 3 (or paragraph
4.5 and paragraph 7.3, etc.) of this publication applies to Air Force Reserve Command (AFRC)
units."

3.8.1.3. When specific portions do not apply, include a statement such as, "Chapter 6 and Chapter
10 (or paragraph 5.1, paragraph 7.3, and paragraph 9.5, etc.) of this publication do not apply to Air
Force Reserve Command (AFRC) units and members," or "This instruction applies to Air Mobil-
ity Command (AMC) gained Air Force Reserve Command (AFRC) units unless specifically
exempted.”

3.8.2. Nonapplicability. Besides the procedures in paragrayghs.2and3.8.1.3, issuing MAJ-

COM OPRs must add a statement of applicability or nonapplicability after each paragraph number;
e.g., "4.9. (Also applies to AFRC units). Title." or "4.9. (Does not apply to AFRC units). Title." or
"4.9. (Applies to AFRC Associate units). Title." or "4.9. (Does not apply to AFRC KC-10 units).
Title."
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3.8.2.1. Indicate applicability or nonapplicability in supplements before or after the leadline or in
specific paragraphs as in paragri3.8.1.1.

EXCEPTIONS: When the HQ AFRC OPR takes exception to specific portions of a MAJCOM
publication, the gaining MAJCOM (GMAJCOM) must not publish it until the exceptions are
resolved. Send unresolved issues to the Secretariat or Air Staff for resolution according to AFI
10-301.

3.8.3. Final Review. When HQ AFRC/SCSIP receives written notice of applicability of a GMAJ-
COM publication in its publishing bulletin (PB) or similar announcement, it announces applicability
in the next AFRC PB and includes it in the next issue of AFRCINNumerical Index of Applicable
Gaining Command Publicatio. If the final publication changes after coordination of the draft, and
the applicable or nonapplicable status of the publication changes, the GMAJCOM must issue a revi-
sion to comply with the HQ AFRC OPR request or to comply with AFI 10-301 on unresolved issues.
NOTE: It takes a minimum of 3 weeks, after receipt, to coordinate on draft publications; the maxi-
mum is 5 weeks.

3.9. Applicability of Air Force and MAJCOM Publications to the Air National Guard (ANG).

3.9.1. All departmental publications apply to the ANG unless there is a stated exception in the pur-
pose paragraph of the publication. If there is an exception, state in the purpose paragraph "This pub
lication does not apply to the Air National Guard (ANG)," or "This publication applies to the Air
National Guard (ANG) only upon mobilization.” When selected portions do not apply, the purpose
paragraph of a publication must state "Selected (chapters, paragraphs, etc.) of this publication do nc
apply to Air National Guard (ANG) units and members." MAJCOM publications are applicable only
when stated as such in the purpose paragraph of the publication. MAJCOM publications may also
state applicability upon mobilizatiorNOTE: ANG determines whether a departmental publication
applies, not the OPR. As a result, you must coordinate all departmental publications with ANG.
ANG will provide the applicability or exception statement to the OPR for inclusion in the purpose
paragraph.

3.9.2. The Director, ANG (NGBJ/CF), will task the National Guard Bureau (NGB) or ANG OPR to
review all departmental and designated MAJCOM publications for content and applicability. NGB/
CF provides comments to the originating office and recommends applicability or nonapplicability of
the publication to ANG units and members. If coordination of an existing publication is in doubt, or
not evident, the ANG will not consider the publication applicable until coordination is verified or
accomplished.

3.9.3. The ANG OPR and NGB/CF review all published publications to ensure that content was not
revised during the coordination process in a manner that would impact upon the ANG. NGB-ADP
will list applicable MAJCOM:-level publications and any exceptions in the ANGII, Numerical

Index of Air National Guard and Applicable Publications.

3.9.4. The ANG will not list AFPDs and AFls in the ANGIND 2. The ANG will flag nonapplicabil-
ity identified by a "@," or applicability only upon mobilization, identified by a "#," in the publica-
tion's listing in AFIND 2. No marking indicates that the publication is applicable to the ANG in its
entirety, with no exceptions.

3.9.5. When an existing ANG and an applicable departmental or MAJCOM publication conflict, the
ANG publication governs until the proponent OPR and NGB/CF resolve the conflict. Resolve con-
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flicts at the MAJCOM level by including either an ANG-specific chapter or publishing of a replace-
ment ANG publication.

3.9.6. If a MAJCOM publication applies, ANG will list it in the ANGIND 2. If there are numerous
exceptions, additions, or inclusions, NGB will publish a separate publication. The ANG will publish
supplements identified as ANG supplements to both departmental and MAJCOM publications, using
the same numerical designation as the parent publication.

3.9.7. When selected portions of a publication do not apply to the ANG units and members, OPRs of
departmental and MAJCOM publications must add after the portion (chapter, section, paragraph)
number or memorandum "does not apply to the ANG."

3.9.8. Only the MAJCOM publications listed in the ANGIND 2, by series and date will apply. The
ANG OPR notifies NGB-ADP, through NGB/CF, of revisions to publications. These publications are
announced in the NGB PB, then placed in the ANGIND 2.

3.9.9. OPRs of departmental and MAJCOM publications must all draft publications (with AF

Form 673) to NGB/CF, 2500 Army Pentagon, Room 2E365, Washington DC 20310-2500, for coordi-
nation and determination of applicability. Do not send publications directly to the ANG OPR.

NOTE: It takes a minimum of 2 weeks, after receipt, to coordinate on draft publications; the maxi-
mum is 4 weeks.

3.9.10. Interservice NGB Publications. The Director, ANG, delegates and authorizes The Chief,
NGB, to publish interservice publications (IP).

3.9.10.1. The originator of the publication must ensure that all concerned publishing offices
(NGB and MAJCOM) coordinate and provide authorization to publish the IP.

3.9.10.2. NGB-ADP provides authority to publish from the ANG. The publishing activity must
provide a camera-ready copy before NGB-ADP provides this authority.

3.9.10.3. Proponent OPRs should contact NGB-ADP to ensure the publication lists the proper
publication header and approval elements.

3.10. Applicability of MAJCOM Publications to the Civil Air Patrol (CAP). The CAP is the official
auxiliary of the United States Air Force. In this capacity, the CAP performs Air Force missions as
approved in the HQ USAF/CAP memorandum of understanding. Coordination of those publications
relating to noncombat missions is highly encouraged. Approval of policies and procedures affecting the
auxiliary must follow the normal chain of command. Contact CAP-USAF/IM to coordinate matters relat-
ing to CAP. No direct coordination with CAP and the OPR is authorized without the approval of
CAP-USAF/IM. The CAP is part of the Air Education and Training Command and Air University, and is
headquartered at Maxwell AFB, Alabama.

Section 3C—Processing the Publication

3.11. Selecting a SerieNumber. Chapter 6 contains guidance on selecting the appropriate series for
your publication. SAF/AAD assigns departmental publication numbers in order to provide an appropri-
ate, uniqgue number to each publication in the air force publications index s\NOTE: Due to data-

base (index) considerations, SAF/AAD will assign a unique number to every departmental publication.
The cataloger (SAF/AAD) has the authority to make all departmental publications conform.
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3.12. Selecting a TitleWhen developing a new publication, select a meaningful title and express itin as
few words as possible--preferably no more than 10. Use only commonly known abbreviations, such as
"US." Do not use terms such as "handbook," “pamphlet,” “catalog,” "guide," or "book," etc., in the title
for that type of publication. The category of publication denotes the type. If the main purpose of a direc-
tive publication is to prescribe a form, see parag3.24.

3.12.1. Identify each standard publication (Section 2A) with one of the series numChapter 6.

If a publication is new, select the series that most closely describes the function. If it is a revision, it
bears the same series number as the one it supersedes. Publishing managers assign the control nt
ber. Place the series number and title on the cover if used (par3.23.1.5) and on the first page

of the publication.

3.13. Completing the AF Form 673Complete the AF Form 673 in its entirety, including all prescribed
forms (Section Ill), and the certified by and approval signatFigure 3.4. Conspicuously mark and or
highlight any special publishing information on the AF Form 673, block 16. Show all coordination on the
form. If you use other means to obtain coordination, type in the required information on the master AF
Form 673, and keep the individually signed AF Forms 673 for your recotAttachment 2). List only

forms prescribed in the particular publication. Do not list forms adopted from other publicNOTE:

You must send a fully coordinated and signed AF Form 673 along with each publication for processing;
without it, we cannot publish your draft.
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Figure 3.4. Sample AF Form 673.
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3.14. Electronic Coordination of Draft Publications.This instruction authorizes the use of an alterna-
tive method to coordinate publications, electronically, for those OPRs and field organizations who have
E-mail, facsimile, or electronic coordination capabilities. Specifically, it authorizes the use of electronic
coordination of the AF Form 673 using E-mail or facsimile. This method allows you to assume the
sender’s authenticity for documenting coordination.

3.15. Procedures Governing Draft PublicationsOPRs may send out drafts of publications for infor-
mation and planning only--not for implementation or compliance. Since PDOs do not distribute drafts,
some functional users may not receive copies. Also, since agencies must not base actions on a draft dc
ument, there should be no questions about their need to comply, entitlements, benefits, and losses.

3.16. Issuing Drafts.Air Force drafts are for information and planning purposes only. Print, stamp, or
type, in bold capital letterSDRAFT--NOT FOR IMPLEMENTATION OR COMPLIANCE"  across

the top ofeachpage of the draft (including electronic drafts). If you have E-mail, facsimile, or electronic
coordination capability, refer to paragrapi4.for further guidance on how to coordinate draft publica-
tions. If you do not have E-mail, facsimile, or electronic coordination capability, coordinate drafts by
submitting paper copies to your recipients.

3.16.1. Air Forcdrafts are not for implementation or compliance. The AFPDL (bulletin board)

and the AFEPL (CD-ROM) are media for posting official documents only. You may, however, post
draft publications, properly marked as such, on your WWW homepages, to obtain review and com-
ment during the coordination cyclOTE: Comply with DoD draft issuances according to current
DoDD and policy guidance. Only post draft publications that you origind@TE: Caveat your
WWW homepage with the following language when posting drafts for review and comments during
the coordination cycle.

“Electronic draft versions of Air Force publications are intended to provide broad public access to the
text of Air Force publications and other key information. Do not, however, treat draft electronic ver-
sions as authoritative. The only official versions of Air Force documents are printed or hard copy
materials obtained from the PDC or from the three official Air Force electronic sources—the WWW
at http://afpubs.hg.af.mil, the AFPDL (bulletin board), or the AFEPL (CD-ROM).”

3.17. Coordinating With Interested Staff OfficesFor departmental publications, new or revised,
coordinate them with all staff offices who have a technical or functional intdiasie(3.1) in the con-

tent. Refer to paragrapt2l.andTable 3.2.for the required minimum mandatory coordinatibNOTE:

The minimum mandatory coordination offices may not delegate this responsibility. Coordinating offi-
cials show concurrence by signing the AF Form 673, Section Il, or by the alternative methods identified
in paragrapl3.14.

3.17. (AFMC) OPR must obtain DP coordination when it has been determined that the draft publication
affects working conditions of civilian employees. Consult your labor relations specialist for assistance.

3.18. Approval Requirements.The Secretary of the Air Force and HQ USAF functional staffs have
approval authority. However, approving officials may delegate the approving authority for revisions of
existing departmental publications (paragragd0.1.2).
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3.18.1. Higher headquarters approval for supplements. Indicate in your purpose statement whether
commands must send their supplements to the higher headquarters functional OPR for review and
coordination, Section 3F, before publication.

3.19. Coordination Requirements.

3.19.1. Review of Comments and Recommendations. After coordination, annotate the draft to reflect
revisions made during final coordination. If there is disagreement or an impasse on a honconcurrence,
take it to the next higher authority. The publisher cannot release any drafts for publication with an
unresolved nonconcurrence or insufficient coordination.

3.19.1.1. Lower-Level Organizational Reviews. If time permits, send the draft to users in the
next lower headquarters for comments. This may reduce the need for MAJCOMs, etc., to create
supplements of their own.

3.20. Effective and Expiration DatesUsually, the effective date of a publication is the issuance date

the publishing manager assigns. The OPR may, in unusual instances, require and provide specific effec-
tive or expiration datesNOTE: Publications will not be backdated under any circumstances. You may,
however, future date publications, if needed.

3.20.1. Even though the effective date of publications residing in the upcoming publications directory
(Attachment 1) is always a future date, they are official as soon as they are posted in the directory.
Do not view them as drafts For this reason, SAF/AAD will not pull down any publication to make
changes without a request from the OPR to do so via the IC process.

3.21. New and Revised Departmental PublicationNew and revised departmental publications
require the minimum mandatory coordination from HQ USAF/JAG, HQ USAF/SCXX, HQ USAF/RE,
NGB/CF, SAF/AAD, and HQ AFDC/AFLTable 3.2). For AFPDs, in addition to the minimum manda-

tory coordinations listed above, also coordinate them with SAF/AAX for review and approval (paragraph
2.2.1). Also for AFPDs only, after you have obtained all other coordinations, themust obtain SAF/

MI coordination according to AFPD 90-Policy Formulation. SAF/MI must be the last coordinator; it

will not coordinate on any AFPD until you have obtained all other mancicoordination. NOTE:

HQ USAF/JAG will determine if SAF/GC needs to coordinate on publications on a case-by-case basis.
For AFDDs and AFTTPs, in addition to the minimum mandatory coordinations listed above, also coordi-
nate them with HQ AFDC/DRTable 3.2). EXCEPTIONS: Air Force indices (paragraj2.3.2), and
specialized publications covered in Section 3J do not require the minimum mandatory coordinations. For
T.0O.s, complete coordination according to T.O.s 00-5-1 and OONOTE: The OPR will coordinate
classified publications witonlythose organizations who have a need to know.

3.21.1. Directive publications may prescribe forms and reports control symbol (RCS).

3.21.2. Submit a completed DD Form Forms Processing Action Reque, along with the draft of
the new and or revised forms to SAF/AADF, according to AFI 37-160, Volume 8 (will convert to AFI
33-360, Volume 2), before submitting the new publication.

3.21.3. Nondirective publications may not prescribe forms or RCSs.
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Table 3.1. Coordinating a Publication--Functional Rules.
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HQ USAF/SF, 1340 Air Force Pentagon, Washington
DC 20330-1340; an#iQ USAF/JA, 1420 Air Force
Pentagon, Washington DC 20330-1420.

HQ AFAAO, 1080 Air Force Pentagon, Washington
DC 20330-1080.

IHQ AFPC/DPSRP, 550 C Street West, Suite 19, Ran-
diolph AFB TX 78150-4721; anHHQ USAF/JAG,
1420 Air Force Pentagon, Washington DC
20330-1420.

A

B

C

If a publication

then coordinate

a field publication
with

a departmental publication with

involves activities
with potential envi
ronmental impact
or involves the prd
duction, acquisition
or handling of haz
ardous materials

affects the AFOSI
standards or Depa
ment of Labo
OSHA Program

dinators; SJA.

5,

SJA.

s=Environmental coo

Bioenvironmental
rfengineering servig
Iwing safety office

HQ USAF/ILE, 1260 Air Force Pentagon, Washington
DC 20330-1260SAF/MI, 1660 Air Force Pentagon,
Washington DC 20330-1660; amtl) USAF/SGOA,
110 Luke Avenue, Room 400, Bolling AFB DC
20332-7050.

HQ AFSA/SEG, 9700 G Avenue, SE, Kirtland AFB
B8IM 87117-5670SAF/MI, 1660 Air Force Pentagon,
‘Washington DC 20330-1660; akt) USAF/SGOE,

110 Luke Avenue, Room 400, Bolling AFB DC

20332-7050.
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9

10

11

12

13

14

mr C X

establishes a cor
mittee, council
board, or simila
body (as defined i
DoD directive
(DoDD) 5105.4 o
5106.18)

affects military per
sonnel function
flight (MPF) per

formed at MAJCOMble office); and H(

or FOA level o
below (see note 1)

creates document
tion requirements Q
base-level organiz
tions that use co
automated mainte
nance system

applies to AFR(
units (see paragrayj
3.8)

applies to AFRGC
Air Force Reserv
Personnel Cente
and Individua
Mobilization Aug-
mentees

(paragrapB.8)

iGommittee manag
ment officer.

r
n

=

MAJCOM or FOA
MPF managemeri
rdivision (or compara

'AFPC/DPMYCO, 55
C Street West, Sui
37, Randolph AFL
TX 78150-4739.

&irector of mainte
nance.

a_

e

D
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SAF/AA, 1720 Air Force Pentagon, Washington DC
20330-1720; an@®AF/MI, 1660 Air Force Pentagon,
Washington DC 20330-1660.

HQ AFPC/DPSFM, 550 C Street West, Suite 37, Ran-
dolph AFB TX 78150-4739.

l_
)
)
te
3

HQ USAF/ILM , 1030 Air Force Pentagon, Washing-
ton DC 20330-1030.

HQ AFRC appropri
Hie OPR, 155 - 2n
Street, Robins AF
GA 31098-1635 (se
note 1).

e

=

HQ USAF/RE, 1150 Air Force Pentagon, Washington
BC 20330-1150; an@AF/MI, 1660 Air Force Penta-
Rjon, Washington DC 20330-1660.

e

applies to ANGDirector, ANGDirector, ANG (NGB/CF), 2500 Army Pentagon,

(paragrapl!8.9) (NGB/CF), 2500Washington DC 20310-2500; ai®hF/MI, 1660 Air
Army PentagonForce Pentagon, Washington DC 20330-1660.
Washington DC
20310-2500.

A B C

If a publication

then coordinate

a field publication
with

a departmental publication with
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15

applies to the CA
units--includes
departmental, no
departmental, an

MAJCOM publicat

tions at any leve
(paragrap!8.10)

16

17

applies to CAHF
members (par:
graph3.10)

involves acquisi
tion, managemen
or disposal of Al
Force-controlle

property

18

directs ancillary
training not Air
Force-specialty
related, such as dr
and alcohol or traffi
safety training

HQ CAP-USAF/IM,
105 South Hanse
Street, Maxwell AFH
AL 36112-6332.

A

D

N -

SAF/MI, 1660 Air
Force Pentagor
Washington D(
?0330-1660.

VAll directorates withir

COM or FOA.

Hg
C
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HQ CAP-USAF/IM, 105 South Hansell Street, Max-
MWell AFB AL 36112-6332.
3

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; antiQ USAF/ILE , 1260 Air Force Pen-
tagon, Washington DC 20330-1260.

"All Secretariat and Air Staff agencies, antiQ

the respective MAJUSAF/DPPE, 1040 Air Force Pentagon, Washington

DC 20330-1040.

19

applies to military o
civilian personne
matters

Military and civilian
bersonnel.

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; antHQ USAF/DP, 1040 Air Force Pen-
tagon, Washington DC 20330-1040.

20

21

22

23

24

25

applies to moralg
welfare, recreatior
and services

applies to military
health affairs

applies to manpow
management matte

applies to equeé
opportunity an
treatment of militar
or civilian personne

applies to military
installations and re
property facilities
applies to base cl
sure and dispos
matters

xServices.
N,

/WMAJCOM surgeo
general.

dvlanagement eng
reering team.

w$ocial actions.
0|

y
I

/Civil engineer.
al

MAJCOM/XP.
al

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; antHQ USAF/SV, 1790 Air Force Pen-
tagon, Washington DC 20330-1790.

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; antHQ USAF/SG, 110 Luke Avenue,
Room 400, Bolling AFB DC 20332-7050.

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; antHQ USAF/XPMR, 1070 Air Force
Pentagon, Washington DC 20330-1070.

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; antHQ USAF/DP, 1040 Air Force Pen-
tagon, Washington DC 20330-1040.

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660; an#iQ USAF/ILE, 1260 Air Force Pen-
tagon, Washington DC 20330-1260.

SAF/MI, 1660 Air Force Pentagon, Washington DC
20330-1660.
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NOTES:

Send classified paper publications to HQ AFRC appropriate OPR, 155 2d Street, Robins AFB GA

31098-1635.

4

Table 3.2. Mandatory Coordinations for New and Revised Standard Departmental and Field
Publications.

5

NOTE: This table identifies the type of publication and each mandatory coordinating office.

R

P mr- C

A B C

Coordinate Coordinate a field|Mandatory coordinating offices for new and revised
publication with standard departmental publications

a standard depar&JA; Director, ANGHQ USAF/JAG, 1420 Air Force Pentagon, Washi

mental publicatior
directive or nondi

rective, with theHQ ARPC/XP (fo
offices identified inIMAS); records mar

column C. See not
1 and 2.

a doctrine docume
or tactics, tech
niques, and proc
dures (TTP)

a publication tha
contains mailin
addresses and fur
tional address ident
fiers

a publication tha
prescribes the use
a specific class ¢
service of mail

(NGB/CF); HQ AFRC
{for unit members

Rjement; privacy ar
FOIA office; informa
tion collections report
managers; AFDC
AFL; and SC form
and publications ma
agers.

nt

D

—+

Cc-

~+

of
DI

iton DC 20330-1420NGB/CF, 2500 Army Pentago
Washington DC 20310-250{Q USAF/RE, 1150
[Air Force Pentagon, Washington DC 20330-1150;
the appropriate two-lett&ecretariat and orAir Staff
dctivity. (See note 1. )HQ USAF/SCXX, 1250 Air
Force Pentagon, Washington DC 20330-129Q,
AFDC/AFL, 1480 Air Force Pentagon, Washing

MAJCOMs andFOAs preparing manuscript§OTE:

only, also route them for review, coordination,
approval (paragrapha2.1.and.21) to: SAF/AAX,
1720Air Force Pentagon, Washington DC 20330-1

HQ AFDC/DR, 155 North Twining Street,
Maxwell AFB AL 36112-6112.

HQ USAF/SCXX, 1250 Air Force Pentagon, Wa
ington DC 20330-1250, and counterpartdveiJ-
COMs andFOAs preparing manuscripts. (See note

and

fon

DC 20330-1480SAF/AAD, 500 Duncan Avenue, Box
94, Bolling AFB DC 20332-1111; and counterparts at

In addition to the above coordinations, for AFPDs

and

720
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a publication thgCommunications sygHQ USAF/SCXX, 1250 Air Force Pentagon, Wa

affects or involvegems officer.
communication

and information sys-

tems

NOTE: This table identifies the type of publication and each mandatory coordinating office.
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ington DC 20330-1250; andQ AFCA/XPXP, 203
West Losey Street, Suite 1060, Scott AFB|
62225-5233.

R

O mrr C

A B

C

Coordinate Coordinate a field
publication with

Mandatory coordinating offices for new and revise(
standard departmental publications

9

5h-

IL

)

a publication that
sets policy on visual
information (VI)
matters; combat
cameras, video telp-
conferencing,
base-level suppoft
(still photographyj,

graphics, presentg-
tions) or includep

authorizing VI hard-

ware or acquiring

and using VI prod-
ucts (audiovisuagl
productions; e.g|,
films, video tapes,
video disks, etc.) to
support operations
training, corporatp
communicationg,
public affairs pro
grams, etc.

a publication thgSC (communication
includes an explangnd information).
tion of terms

a publication thg
prescribes, adopfs,
or cites forms o
includes formats

—+

=

81Q AFDC/AFL , 1480 Air Force Pentagon, Washi
ton DC 20330-1480.

SAF/AADF, 500 Duncan Avenue, Box 94, Bolli
AFB DC 20332-1111, and counterpartshdJ-
COMs andFOAs preparing manuscripts.
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~t

9 |a publication thag SAF/AADP, 500 Duncan Avenue, Box 94, Bolling

requires coordina- AFB DC 20332-1111.
tion or revision of
IPs.

10|a publication that iSJA. HQ USAF/JAG, 1420 Air Force Pentagon, Washing-
markedFor Official ton DC 20330-1420; and Access Program Manager,
Use Onlyand authag- HQ USAF/SCXX, 1250 Air Force Pentagon, Wash-
rized to be withheld ington DC 20330-1250.
from general public

disclosure, has legal
implications, or con
tains copyrighte
material

11|a publication thabDirector, ANG (NGB/Director, ANG (NGB/CF), 2500 Army Pentago
pertains to ANGCF), 2500 Army PenWashington DC 20310-2500; aisAF/MI, 1660 Air
matters tagon, Washington D€orce Pentagon, Washington, DC 20330-1660.

20310-2500.

[®X

-

NOTE: This table identifies the type of publication and each mandatory coordinating office.

R |A B C

U

L |Coordinate Coordinate a field|Mandatory coordinating offices for new and revised
E publication with standard departmental publications

12|a publication thaHQ AFRC appropriatélQ USAF/RE, 1150 Air Force Pentagon, Washington
pertains to AFR@PR, 155 - 2NIDC 20330-1150; an8AF/MI, 1660 Air Force Penta-
matters Street, Robins AFRjon, Washington DC 20330-1660.
GA 31098-1635 (for
unit and members));
HQ ARPC/XP, 6760
East Irvington Place,
Suite 1000, Denver
CO 80280-5000 (far
IMAS, see notes 1 and
2).

NOTE:

(1) See paragraph21for the minimum mandatory coordinations for new and revised departmental pub-
lications. (2) Send AF Form 525, Records Disposition Recommendation, to the records manager wher
AFMAN 37-139, Disposition of Air Force Records--Records Disposition Schedules (will convert to
AFMAN 33-339), does not cover disposal of records.

3.22. Minimum Processing RequirementsiAfter developing the draft, process it for MAJCOM or
lower-level review, and Air Staff coordination. After completing all coordination, edit the draft and
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release it for final review and approval, as prescribed in paragraphlf acceptable, release it for pub-
lishing.

3.23. Minimum Editorial Requirements for Offices of Primary Responsibility (OPR).

3.23.1. OPR Accountability and Responsibility. OPRs are fully accountable and totally responsible
for their publications. Therefore, OPRs must ensure accuracy, currency, integrity, good taste, and the
expected compliance in all publicationSOTE: SAF/AAD no longer provides editing service for
publications.

3.23.1.1. Attachment 4, Section A4F, is a guide for editors and project officers to use when cre-
ating drafts. At Section A4G is a guide that lists requirements for publications as a last check
before you submit your draft publication to the publishing manager for final processing. Ensure
the correct type of publication (policy directive, doctrine document, mission directive, instruction,
manual, pamphlet, supplement, etc.), and series are selected as speCifigptén 6. See com-

plete list of publication types i@hapter 2.

3.23.1.2. Review parts for accuracy (heading, subject and main titles, title-page footnote, and sig-
nature element). Check the numbering and use of elements (parts, chapters, sections, paragraphs,
attachments, figures, table$)qure 3.5). For paper publications, if the draft has a table of con-

tents make sure the main paragraph titles and paragraph numbers match the text exactly. Also for
paper publications, include figures, tables, attachments, and forms prescribed in the table of con-
tents.

3.23.1.3. Edit for correct grammar, spelling, punctuation, capitalization, and use of references,
abbreviations, acronyms, and terrAg@chment 1 andAttachment 4). Check references to other
publications and internal cross references for accuracy and necessity. Make sure you comply with
procedures in this volume. A publication must meet all of these standards as well as the plain
English standards.

3.23.1.4. Make sure illustrations are necessary and correctly identified.

3.23.1.5. If a paper publication needs a cover, the project officer must justify a need for it on the
AF Form 673, block 16. Most standard publications kept in three-ring binders do not need covers.

3.23.1.6. As OPR you must comply with the distribution requirements of AFI 37-161 (will con-
vert to AFI 33-361). Send copies of field publications to addressees as shbaier3.3.

3.23.1.7. Ensure each main paragraph has a meaningful title, including key words. Using key
words enables readers of publications in electronic format to conduct electronic key word

searches. Key words may be highlighted in brackets; e.g., "Accounting and Finance Officer
[Qualifications]. For subparagraphs, titles are optional. If any subparagraphs have titles, ensure
they all have titles at that level.

3.24. Prescribing or Adopting Forms.You must use a directive publication to prescribe a form. To
adopt a form prescribed in another publication, list the form number and title in the body of the publica-
tion. Do not list adopted forms on the AF Form 673, in the table of contents, or in the forms prescribed
paragraph. Review AFI 37-160, Volume 8 (will convert to AFI 33-360, Volume 2), for specific guidance.
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| Figure 3.5. Elements of a Publication.

NOTE: The following elements are the only ones authorized for use in Air Force publicatig

Division or Identification

e.g., 1, 2, etc. For publications divided into chapters, use a two-part Aral
numeral. The first numeral represents the chapter, the second represents
numerical sequence of the paragraph within the chapter, e.g., 1.1, 1.2, for
first chapter, 2.1, 2.2, for the second chapter, etc. If only in sections, beg
with 1 and number sequentially throughout the body. Do not begin res
guencing in the next section.

SubparagraphsUse Arabic numerals in sequence, separated by periods, progressing fr

the main paragraph numktNOTE: These examples are for a publication in
chapters.1.1.1. for the first subparagraph.

1.1.1.1. for the first paragraph under the first subparagraph.
1.1.1.1.1. for the first paragraph under the first sub-subparagraph, etc.

Figures

Use:Arabic numerals-Figure 1, Figure 2, Figure 3, etc., consecutively
publications without chapters. Two-part Arabic numerals in publication
with chapters, the first number identifies the chapter, and the second num
identifies the figure sequence number within the chapter, e.g., Figure 1
Figure 2.1, etc.; and for figures within the attachment; e.g., Figure Al.1, Fig
ure Al.2, etc., for figures in Attachment 1; and Figure A2.2, etc., for figure
in Attachment 2.

Tables

Follow the applications specified for figures.

Attachments

Use Arabic numerals-Attachment 1, Attachment 2, Attachment 3, etc.,
sequence. Paragraphs in attachments will take the first number from {

number of the attachment; e.g., Attachment 3 would have paragraph A3|

A3.2, A3.3, etc.NOTE: If attachments have sections, identify them as sec
tions A1A, A1B, A1C, or A2B, A2C, etc.

49

ns.

\*J

Dr

r_

Part

Volumes Number consecutively, using Arabic numerals; e.g., Volume 1, Volume 2
etc.

Parts Number consecutively, using Arabic numerals; e.qg., Part 1, Part 2, etc.

Chapters Number consecutively throughout the publication, using Arabic numerals
e.g., Chapter 1, Chapter 2, etc.

Sections Use capital letters in alphabetical order preceded by a numeral; e.g., Section
1A, Section 1B, Section 2A, Section 2B; etc., throughout the publication ¢
within each chapter.|If formatting publications in sections only, do not pre
cede the section identification with a numeral. In this case, then simply fq
mat as Section A, Section B, Section C. etc., throughout.

Paragraphs  Number consecutively throughout the publication, using Arabic numerals

5;
DiC

5 the
the
Jin
e_

om

ber
1,
J_

he
1’
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Table 3.3. Submitting Copies of Field Publications.

R [A B C

U |If a field activity is [then send one copy of to

L |(see note 1)

E

1 |a MAJCOM subject and numerical indices 11 CS/SCSH 1620 Air Force Pen-

tagon, Washington DC 20330-1620.

2 HQ AFCIC/SYSM, 1250 Air Force

Pentagon, Washington DC
20330-1250.

3 policy directives, instructions, manuaHQ AFIS/IMP , 9700 G Avenue,
indices, pamphlets, directories, halSE, Kirtland AFB NM 87117-5670.
books, mission directives, catalogs, and
supplements

4 supplements or separate publicatifOPR inHQ USAF.
issued instead of supplements

5 |below MAJCOM |supplements or separate publicatifOPR at the next higher headquar-
issued instead of supplements (see [ters:

2)

6 indices of publications (see note 2) |publications management office in

the next higher headquarters.

NOTE:

(1) AFI 36-2303, Documents and Publications for the Air University (AU) Library, gives instructions on
sending copies to the AU Library. (2) A higher headquarters may specify more copies.

3.24.1. Identify a form in the publication title if the main purpose of the directive is to prescribe the
form; e.g., PREPARATION AND USE OF AF FORM 96, PASSENGER MANIF. If the form

and procedure it supports are minor elements of the publication, identify the form in the title of the
paragraph, section, chapter, or part where it is prescribed.

3.24.2. In the text, explain who completes the form, number of copies needed, what to do with each
copy, and how to process the form (AFI 37-160, Volume 8, [will convert to AFI 33-360, Volume 2]).
You may place this information, plus filled in samples and or examples, in nondirective publications
such as pamphlets, handbooks, etc., as long as a directive publication prescribes the actual form.
NOTE: You should not include blank forms in Air Force departmental publications.

3.24.3. If the publication prescribes forms, allow enough time to design, reproduce, and distribute the
new or revised form. Submit draft form with completed DD Form 67, as directed by AFI 37-160, Vol-
ume 8 (will convert to AFI 33-360, Volume 2), to SAF/AADF, before submitting the new publication.

It may take longer to produce a form than its prescribing directive. Forms must be in place before you
can implement the supported procedures. Contact SAF/AADF for departmental forms when the need
for a new or revised form is known.
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3.24.4. List prescribed forms in the last paragraph of the publication by form designator and number
and in numerical sequence. Show (PA) after the title to indicate the form is subject to the Privacy Act;
indicate (Safeguard) or (Accountable) if appropriate.

3.25. Multicolor Printing. Printing in two or more colors generally increases costs. Consequently, all
Air Force managers must ensure that all multicolor printing projects are necessary, that minimum color
printing is used, and that the extra cost provides a significant value to the Air Force. Therefore, print all
documents in one color, unless additional color is integral to the purpose (examples are maps and illustre
tions of medical specimens or diseases, plants, flags, uniforms, safety, fire prevention, attention-catching
recruiting posters, etc.). Do not use color solely for its decorative effect or for prestige. Unless color adds
value to the end product, do not use it as "nice to haN@TE: Avoid using excessive printing specifi-
cations; e.g., coated paper, multicolor inks, embossing, die-cutting, foil stamping, etc., when less expen
sive methods and items will suffice.

3.25.1. Justifying Multicolor Printing or Excessive Printing Specifications. For standard publica-
tions, the OPR must justify the use on AF Form 673, block 16. For other publications, where an AF
Form 673 is not currently required, the OPR must justify the need for excessive printing specifications
(coated paper, embossing, die-cutting, foil stamping, etc.) via a memorandum or other form.

Section 3D—Formatting and Editing

3.26. Writing Styles.Make the style of a publication appropriate for the user and for the purpose
intended Attachment 4). Write in a direct, active voice with simple, concise sentences as much as pos-
sible. Writing styles depend on whether the information you are presenting is directive or informational.
The differences are discussed below:

3.27. Mood, Tense, and Voicd he imperative mood ("do"), the future tense ("will"), and the word
"must” are the language of command. Since they indicate no choice of action, use them in publications
that are directive and those that prescribe procedures. Use "can" and "may" to permit a choice an
express a guideline. "Should" is advisory and indicates a desirable procedure. The present tense ("doe
and "is") is descriptive rather than directive. Use it to explain standard practice.

3.28. Personal PronounsSecond person pronouns ("we" and "you") are acceptable in directive, doctri-
nal, training, informational publications, and pamphlets. Third person singular pronouns ("he" or "she")
must meet neutral language requirements.

3.29. Gender-Neutral LanguageComply with equal employment opportunity policy and prevent pos-
sible sex discrimination or perceptions thereof by avoiding sexually specific language. Particularly in
personnel publications; e.g., use "spouse” instead of "husband" or "wife" and "he or she" instead of "he.’
Rewriting a sentence frequently eliminates the need for repetitive "he or she;" e.g., "Information manag-
ers complete their training” rather than "the information manager completes his or her training.” Writers
will also find words such as "the" and "a" helpful. Of course, there will be times when "he or she" and
"his or her" are necessary, but creative writing will eliminate unnecessary repetition.

3.30. Basic OrganizationUse the paragraph as the basic element to organize as simply as possible. The
use of other element&igure 3.5) depends on the length and complexity of the text. If several para-
graphs cover the same general subject, group them under a separate section. For more complex materi
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group sections under chapters and chapters under parts. A publication cannot have a single section, chap-
ter, or part. Use a paragraph title consisting of more than one word for each main paragraph. Titles are
optional for subparagraphs; however, stay consistent. If any subparagraphs of a paragraph have titles,
they must all have titles at that level. Use attachments for material not immediately needed to understand
the text. This includes subject indices, bibliographies, glossaries, lists, and form memoranda. Refer to
each attachment in the text in numerical sequence.

3.30.1. Using an Outline. Use an outline to arrange the material in logical order, use descriptive titles
for main parts of the publication, and the organizational elemFigure 3.5) to identify the ele-

ments (parts, chapters, sections, and paragraphs). When chapters are short, make them sections. Us:
volumes to publish a large amount of related information. Volumes are two or more publications with
the same series and control number, plus a volume number; e.g., Volume 1, Volume 2, etc. When
issuing a publication in volumes (Volume 1, 2, etc.), a number and title are assigned to each volume.
Do not publish one segment under the basic publication title (AFI 33-360), and one segment as AFlI
33-360, Volume 1. Rather, issue them as AFI 33-360, Volume 1, and AFI 33-360, Volume 2, etc.

3.31. Using Proper Terms in Publications.

3.31.1. Do not use terms, illustrations, and titles in an Air Force publication when they could discredit
the Air Force, subject it to public ridicule, or offend readers of either sex or of any race, age group,
religion, political affiliation, or nationality. A policy or procedure may appear neutral, yet contain
misleading or offensive language. Do not use terms that show obsolete, stereotyped roles of personnel
in the work force. lllustrations of people at work should show the career field as it exists; e.g., use
illustrations showing both women and men as commanders, aircrew members, mechanics, office
workers, and technicians.

3.31.2. Do not use terms in Air Force publications that are joke or gag names for people, bases, or
office designations. Names usually appear in sample forms, formats, and memoranda. Instead of
using an unusual name, use a common one. In referring to the location of an activity, use the actual
name of an Air Force base, including State and ZIP Code plus 4. The activity mentioned need not
exist at the base. Avoid terms that are not interchangeable. In standard publications, use official mil-
itary titles (major, colonel, etc.) rather than pay grades to refer to military personnel. Use military pay
grades (0-6, E-5, etc.) only when referring to the military pay system.

3.31.3. Do not use terms that are demeaning. Use the term "family member" or "spouse" instead of
"dependent,” if legally acceptable. You may use "dependent” to define some benefits and entitle-
ments established by statute or policy. When there is no legal effect, change the term "dependent"” to
"family member" or "spouse.” Avoid terms that may be misleading. Use the title "Ms" with the sur-
name when the marital status of a woman addressee is unknown. If there is an indicated preference
for "Miss" or "Mrs," use that title.

3.32. Using Notes, Footnotes, and EndnoteéUse a note within a paragraph to explain a word or state-
ment. If a note pertains to the entire page, place it, flush left, at the bottom of the page; otherwise, insert
it in the applicable paragraph as a run-in note. Make the word "note" bold and in upper case italics, fol-
lowed by a colon (e.¢NOTE:) Use a footnote or endnote to give credit for a legal cite, copyrighted, or
guoted material, or explain in a statement in the Figure 3.3). Identify the footnote or endnote by an
Arabic superscript number or asterisk. Place the footnote at the bottom of the page that contains the ref-
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erence. Separate it from the text by a hairline. Place the endnotes at the end of the body of the public:
tion, before the attachments.

3.33. Specifications for Title-Page FootnoteDepartmental publications will use the following stan-
dards (do not show E-mail addresses or telephone numbers on the title-page footnote or in the body c
departmental publicationsNOTE: MAJCOMs and FOAs who develop departmental publications will
show the OPR and certified by lines in the following formats:

3.33.1. OPR and certifying authority at the Secretariat or Air Staff:
OPR: SAF/AADD (Mr Brian Edward. Bennett)

Certified by: SAF/AAD (Mr Brandon Bernard. Sprowl)
3.33.2. OPR at MAJCOM or FOA, certifying authority at the Secretariat or Air Staff:

OPR: HQ AFPC/DPXX (Maj Bryan Anthony Wellington)

Certified By: HQ USAF/DPX (Maj Gen Robert Martel Lewis)

3.34. Forewords.Only nondirective publications may have a foreword to provide a personal message
from a proponent. Limit the foreword to one page. Do not repeat the wording in the purpose statement
Do not number the page. Because a foreword precedes the title (first) page, the printed publication mus
have a cover--ordinarily of the same weight paper as the rest of the publication. Not all forewords are
signed. EXCEPTION: Doctrine documents may have forewords.

3.35. Using Numbered Paragraphs Throughout PublicationsFor ease of electronic subparagraph
searching in publications, number all subparagraphs using the digital numbering scheme Figure in
3.5. Also, use this publication as a visual sample for numbering paragraphs in your pubINOTE:

Do not use bullets in Air Force publications.

3.36. Citing References.

3.36.1. Limit the use of references. When citing a reference, tell readers why the referenced informa-
tion is needed, unless the reason is obvious. Do not refer to or cite field (subordinate level) publica-
tions or forms in departmental publications, or use indefinite references. References such as "in
current directives,” "contained in existing instructions," and "as prescribed in pertinent publications"
are vague and of little use. Refer only to other publications the reader must use or are authorized; e.g
do not reference the following: a publication with a special distribution; a nonindexed or non-Air
Force publication, unless you give the readers the source of availability; or a classified publication
with a specific distribution imposed by special-access programs or other security conNOTE:s.

List all references cited in the publicationAttachment 1 titled, Glossary of References and Sup-
porting Informatio.

3.36.2. When E.O.s, Public Laws, or other statutes have already been implemented by a DoD issu
ance, use the DoD issuance as the reference citation; e.g., use DoD DirectiveDoD Freedom
of Information Act Prograr May 13, 1988, rather than Section 552 of Title 5, United States Code or
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Public Law 93-502.NOTE: A DoD issuance is defined as Department of Defense Directive
(DoDD), DoD Instructions (DoDI), DoD publications, and their changes. However, when an Air
Force publication directly implements a specific statute, you must cite it. Use a Public Law citation or
a codified citation (United States Code); e.g., use Public Law 9€O0ffice of Federal Procurement
Policy Act Amendments of 19 December 1, 1983, or Sections 401-420 of Title 41, United States
Code. Verify proper statutory authority with the SJA activities during the draft coordination phase of
the publication. SeAttachment 5 for style and format of reference citation frequently used.

3.36.3. Cite references as follows: To refer to a subparagraph within the same main paragraph, cite
only the portions needed for clarity; e.g., to refer to the following subparagraph, say: "3.16.2.1,"--to a
subparagraph in 3.16.2: "3.16.2.5." Omit the word "subparagraph” in reference, and do not use
"above" or "below." To refer to another main paragraph, chapter, section, or part within the same pub-
lication, place the reference in parentheses or within a sentence; e.g. (paragraph 8.5.2.2); (Chapter 25);
(Note 3); (Figure 8.1); (Figure A3.1); (Attachment 1). To refer to another Air Force publication, cite
the number and the title; e.g., "AFI 33-1Communications and Information Management Guidance

and Responsibilitie" Type the publication title in italics. Omit the date and use the title to clarify the
text the first time used. Thereafter, use only the publication number. List related publications in a
paragraph or attachment. Refer to a form for the first time, by citing the form number and title; e.qg.,
AF Form 673 Request To Issue Publicatio, thereafter, cite only the form designation and number.
Type the form title in bold. To cite a form in the title of a publication or in the title of a part, chapter,
section, or paragraph, see paragr3.24.1 To refer to figures, tables, and attachments, always cite

the number in numerical sequence; e.g., Figure 1.2, Figure 1.3; Table 2, Table 3; Attachment 12,
Attachment 13; etc. To refer to legal papers or works, coordinate with the local SJA. To refer to a
report, cite the number and then the title (e.g., RCS: HQ AFCIC/SYSM (A)<Title of Repout

Set the title in italics. After that, refer to it by number or as the report. To cite a report in the title of a
publication or in a part, chapter, section, or paragraph, see par3.4.16 When citing other Gov-
ernment agency forms not listed in AFIND 9, tell readers where and how to obtain the forms.

3.36.4. When citing DoD publications in Air Force publications, do not reference a DoDD or DoDlI in
an Air Force publication, unless therenc Air Force implementing directive. Refer to the Air Force
publication that implemented it; or extract and paraphrase the information for inclusion in the Air
Force publication (see AFI 37-160, Volume 2 [will convert to the 90-series publications]). Refer to a
DoD manual (DoDM), regulation (DoDR), catalog, handbook, list, guide, plan, directory, or a miscel-
laneous DoD publication by citing the type of publication exactly as referred to by DoD; e.g., DoD
7110.1-M,Department of Defense Budget Guidance Mg, May 1990. See paragra3.45.4 on
numbering Air Force supplements (e.g., DoD 5200.1-R/Air Force Supplement, DoD 5220.22-R/Air
Force Supplement, etc.NOTE: AFIND 4 shows, after the title, the DoD publication that the Air
Force publication supplements. For further guidance, see AFI 37-160, volume 2 (will convert to the
90-series publications).

3.37. Using lllustrations.

3.37.1. Requirements Government Printing and Binding Regulati(Senate Publication 101-9), at
paragraph 19, are as follows: Use illustrations only when they relate to Air Force business and are in
the public interest; relate directly to the subject matter and are necessary to explain the text; do not
aggrandize any individual; are in good taste and do not offend proper sensibilities; are restrictive to
the smallest size necessary to accomplish the purpose; and illustrate employees actually engaged in an
act or service related to their duties.



AFI33-360V1 5 FEBRUARY 1999 55

3.38. Writing the Purpose Statemen. Write a purpose statement for all categories of publications (see
Attachment 3for specific guidance on writing the purpose statement for PDs) as concisely as possible
and include the antecedent policy directive and title. Explain what the publication covers; who must com-
ply with it; e.g., all installation commanders, all Air Force military and civilian personnel (includes AFRC
or ANG units and members); and if the publication implements a DoD or other Federal publication. If
implementing a DoD publication, show the type implemented after "DoD" and then show the number,
title, and date. If the publication contains material that relates to an OSHA standard, include "This
instruction is consistent with Air Force Occupational Safety and Health (AFOSH) standards or Depart-
ment of Labor Occupational Safety and Health Act (OSHA) standard (or standards) (number)." If the
publication contains material specifically enforced as to military and civilian personnel (par3.4),ph
explain that failure to comply with such material is punishable as a violation of Article 92, UCMJ (para-
graph3.4.4), or the consequences of noncompliance for civilian personnel (parl.4). If the publi-

cation is subject to the PA of 1974, indicate that fact. Indicate if the publication does or does not apply to
the US Air Force Reserve, ANG, or the CAP (paragr3.7. through3.10). To recommend changes,
conflicts, suggestions, or recommendations to departmental publications, use the AF Form 847 and rout
it through the publishing channels to the OPR for the publicatNOTE: HQ USAF/RE and NGB/CF

will provide the applicability or exception statement to the OPR for inclusion in the purpose paragraph.
Closely coordinate purpose statements with HQ USAF/JAG, and servicing SJAS.).

3.39. Using Standard Tables, Decision Logic Tables (DLT), or Specified ActiiTables (SAT) Use

these tables to clarify procedures in a publication for ease oAttachment 6). To help users view

DLTs and SATs on a video screen, use "portrait” orientation. DLTs and SATs meet a special need in Air
Force publication writing. Consider using them when you need to explain a choice of actions that
depends on a condition or set of conditions; or when a narrative description of such a choice would be
complex or wordy.

3.40. Graphics and Artwork for Publications. In the word processing application, place the frame for
the graphic as close to the citation as possible, preferably on the same page. Place the caption above t
graphic. See the Air Force web site at http://afpubs.af.mil for more details.

3.41. Marking Revised Material.Continue to use a star (H) to show revised material (paragraph, sub-
paragraph, chapter, section, figure, table, or attachment) in any part of the publication. If the publication
received a major rewrite where most paragraphs changed, only place a star (H) in front of the title of the
publication. NOTE: When this is the case, the following language will appear in bold type as the first
sentence of the summary of revisionsThis document is substantially revised and must be com-
pletely reviewed” When the final draft publication is processed through the new SGML software, it will
automatically convert the stars to a revision bar.

3.42. Format of Publications Indicesin the heading, show the cutoff date by entering "period ending
(date)" below the issue date. List all publications in numerical sequence by type under each subject serie
Show each publication's number, date (complete date or month and year), security classification, and title
(or short title). Show "(PA)" if it is subject to the Privacy Act of 1974, OPR, number of pages, and distri-
bution symbol. Give the security classification and the distribution symbol of a classified supplement,
unless they are the same as the basic publication. List in the obsolete section any superseded publicatio
(if the number or type changed) or rescinded publications (since the last edition). Follow the style and
format of AFIND 2.
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Section 3E—Establishing Distribution and Access

3.43. Restricted Categories.
3.43.1. Classified Standard Publications.

3.43.1.1. Marking Classified Publications. Usually, a standard publication is not classified.
However, if classified, the project officer must classify and portion mark the entire draft (title,
paragraphs, pages, etc.) and any transmittal documents such as the AF Form 673. See AFI
31-401,Managing the Information Security Progre for guidance on marking classified docu-
ments.

3.43.1.2. Restrictions for Classified Publications. Do not include classified information in a pub-
lication if you cannot provide the security protection required by AFI 3.. Do not include
classified information in bulletins and staff digests. See AFI 31-401 when a change or supplement
has a security classification that differs from the basic publication. Limit the distribution of a clas-
sified supplement to those activities receiving the basic publication.

3.43.2. For Official Use Only (FOUOQO). Properly safeguard FOUO information.

3.43.2.1. Distribution Restriction Statement. This statement tells users that the publication con-
tains technical or operational information that is FOUO and that may prove harmful to United
States interests if released to foreign governments. If your publication contains such information,
use the appropriate statement from AFI 61-:Disseminating Scientific and Technical Informa-
tion, and its Attachment 2, on your title page in the purpose paragraph. Write the statement
exactly as it appears in AFl 61-204.

3.43.2.2. Limited (L) Distribution. Use L distribution when you want to restrict the distribution

to a limited audience. The OPR approves or disapproves all non-DoD requests for an L-distribu-
tion publication. ldentify an L-distribution publication by the following statement at the top of the
title page: "Distribution Limited to DoD--Refer Other Requests to the OPR." The distribution
statement in the title-page footnote must show the system manager's FAS; e.g., "Distribution: L
(AFCSM Manager: SSG/SCD)." The Air Force will not place “L” distribution publications on
the AFPDL bulletin board, AFEPL (CD-ROM), or WWW sites.

3.43.2.3. Special (X) Distribution. If the publication receives X distribution or is a supplement
with a classification different from the basic publication, contact your publishing manager for
instructions. You may use X distribution for classified publications. When using X distribution,
the OPR will stock and issue all extra copies of the publication, once initial distribution is made.
PDOs will not order copies of X distribution publications for their customers. The Air Force will
not place “X” distribution publications on the AFPDL (bulletin board), AFEPL (CD-ROM), or
WWW sites.

3.43.3. Unrestricted Distribution.

3.43.3.1. Functional (F) Distribution. The Air Force uses the F method of distribution for most
publications. This method of distribution is available to the public; no restrictions apply. All “F”
distribution publications appear on the APPDL (bulletin board), AFEPL (CD-ROM), and WWW
sites. Under this system, tAir Force Publishing Bulleti (AFPB) carries the F statement to alert
intended users that SAF/AAD is processing a publication. The OPR prepares an F statement for a
new publication; for a revision of a classified publication more than 1 year old; when the intended
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audience of the publication changes; or when a single publication combines two or more publica-
tions. Include in the F statement the publication's purpose; any higher-headquarters’ publication
implemented; organizational levels that must use it; any publications it supersedes; type of distri-
bution; and OPR FAS. A typical F statement is:

“AFI 33-360, Volume 1 Publications Management Progre gives the procedures for developing and
revising Air Force publications. It applies to all Air Force personnel who prepare, manage, review, cer-
tify, approve, or use publications. It supersedes AFI 37-160, Volume 1, 15 October 1996; and Volumes
4,5, and 6, 30 November 1993; EMC 96-1, 14 August 1996; and Appendices to AFI 37-160, Volumes 1,
4, and 6, November 1994. Distr. F. OPR: HQ AFCIC/SYSM.”

3.43.3.1.1. Send the statement to SAF/AAD as soon as possible as it takes 6 to 8 weeks tc
obtain worldwide consolidated requirements for departmental publications. The statement is
issued in the AFPB early in the publishing process to avoid a delay in distribution. Affected
organizations submit requirements through their PDOs.

Section 3F—Developing Supplements

3.44. Purpose Of SupplementsSupplements add an additional level of guidance to material in higher
headquarters publications. Issue supplements rather than separate publications to avoid extensive dup
cation. A supplement distributed as a separate publication is an integral part of and must be filed with the
basic publication. Volumes are separate publications; therefore, you must supplement each one individu
ally. When issuing electronic supplements to electronic basic publications, insert the supplement directly
into the basic publication and annotate it accordi NOTE: When developing a supplement, arrange

the material according to the basic publication. Add information or instructions by identifying specific
paragraphs of the basic publication. Supplements cannot be less restrictive than the basic publication.
needed, they can be more restrictive.

3.45. Restrictions On Issuing Supplements.

3.45.1. When Not to Issue Supplements. Do not issue supplements only to emphasize the need t
comply with provisions of the basic publication; to correct publication errors (notify the OPRs so they
can correct errors in the next revision); to clarify basic publications; to supersede or change require-
ments or procedures in the basic publication; or to add minor procedural details that are already clea
in the basic publication.

3.45.2. Issuing a Separate Publication. Issue a separate publication instead of a supplement if .
higher headquarters has not issued a publication with related material. Do not issue a supplement |
the format, purpose, size, or content of the higher headquarters’ publication makes it unsuitable for
supplements. Pocket-sized and microfiche publications are examples.

3.45.3. Technical Order Supplements. T.0O. 00 Air Force Technical Order Syste and AFPD
21-3,Technical Orderscontain special instructions or limitations on issuing supplements. If autho-
rized by T.O. managers, process MAJCOM and base-level T.O. supplements by the base’s supportin
publication function.

3.45.4. Numbering Supplements. If more than one supplement to a basic publication is required,
number each supplement in sequence; e.g., AFI 91-204/AFSPC1 and AFI 91-204/AFSPC2. Avoid
issuing more than two to a basic publication.
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3.45.5. Keeping Supplements Cur. When you supersede a basic publication, its supplements
automatically stay in effect. File them with the new basic publication according to AFI 37-160, Vol-
ume , The Air Force Publications and Forms Management Programs--Publication Libraries and
Sets(will include as a chapter in AFI 33-361). The holdover supplements provide interim direction or
information. Revise holdover supplements within 120-calendar days. If the OPR determines the new
basic publication eliminates the need for the supplement, the project officer requests the publishing
manager to rescind it as soon as possible. You may include material previously in a supplement in the
revised basic publication with minor rewording, when necessary. The OPR of a supplement deter-
mines whether a change to the basic publication affects the supplement. If it does, revise or rescind
the supplementNOTE: All units should have, by now, already rescinded or superseded supplements
to publications under the old publication nomenclature; e.g., AFR, AFM, etc. If any still exist, the
publishing manager is authorized to initiate action and work with the OPR to clear them from the
inventory.

3.45.5.1. Holdover Supplements. Mark holdover supplements in quotation m "HOLD-

OVER" in bold, italic, capital letters, and centered on the title page of the publication two line
spaces below the date. Display in the same font size and type as the remainder of the publication.
Insert two line spaces after the woHOLDOVER,” then place the following two statements in
guotation marks, centered in bold, italic, letteri”"The basic publication has changed; impact

on supplemental information is under review by the OPR. Users should follow supplemental
information that remains unaffected. Insert two line spaces after these two statements, then
continue with the remainder of the title-page information from the series forFigure 3.6).

NOTE: For specific guidance on publishing standards, formats, and examples, visit the air force
web site at http://afpubs.hg.af.mil.

3.45.6. Type Of Supplements. The paragraph method is the only authorized way to supplement.

3.45.7. Preparing a Paper SupplemeFigure 3.7 illustrates a sample format for a MAJCOM para-
graph supplement.

3.45.7.1. Prepare the first page to include a heading, title, leadline, and title-page footnote. Place
the supplement number as shown, use the basic publication's title, and cite the number and date of
the publication supplemented. Begin the supplement immediately below the leadline and continue
paragraph by paragraph as showFigure 3.7.

3.45.7.2. To supplement an existing paragraph in the basic publication, use the same paragraph or
subparagraph number as the basic publication. Keep the text as brief as possible, but include
enough information to reduce the need for field supplements. Add new subparagraphs, if needed.

3.45.7.3. Add a new paragraph when the supplementary material does not relate to a paragraph in
the basic publication. To add a paragraph between two paragraphs in the basic publication, iden-
tify it by a point number and the words "Added" and "AF and or your organization" in parenthe-
ses; e.g., a new paragraph following paragraph 4.1 would be shown as 4.1.1. (Added)(AF) Title.
To add a paragraph at the end of a chapter or at the end of a publication that does not have chap-
ters, use the next available number and show "Added" (e.g., 11.1. (Added)(AF) Title). Add a sub-
paragraph if the material logically continues existing material of the basic publication. Show
added subparagraphs by inserting (Added) and “AF and or your organization” in parentheses after
the paragraph number; e.g., "2.1.2.3 (Added)(AF)."
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3.45.7.4. Add a new figure, table, or attachment when required and place the words "Added" and
"AF" after the figure, table, or attachment numbNOTE: DoD issuances use the term "enclo-
sure." However, do not duplicate figure, table, or attachment (enclosure) numbers already in the
basic--start with the next number. Numbering must agree with the format in the basic publication;
e.g., publications with chapters--Figure 2.1, Table 3.1, etc.; without chapters--Figure 1, Table 1,
etc.

3.45.8. Preparing a Combined Publication to Supplement Air Force Public This method is the
most efficient from an electronic publishing standpoint, as it enables the user to see the higher head
guarters and the supplementary material in one integrated file.

3.45.8.1. Print the Air Force material word for word, without editing. Edit your MAJCOM mate-
rial to meet Air Force standards in this volume.

3.45.8.2. Identify the Air Force publication you are supplementing in the purpose paragraph.
Make sure paragraph numbering and format of the MAJCOM supplement agree with the number-
ing and format of the Air Force publication. ldentify a combined publication in the upper right
corner of the title page in bold, italic type as follows: Air Force Instruction 91-204 on the first line
in all capital letters, the date of the basic publication on the second line in all capital letters, the
MAJCOM name on the third line in all capital letters, the word “Supplement” and an Arabic
numeral on the fourth line in initial capital and lower-case letters, and the date of the supplement
on the fifth line in initial capital and lower-case letters. Also, show this information on the cover,
if used.

3.45.8.3. Follow software requirements and the integrated supplement format as shown on the Air
Force primary web site at http://www.afpubs.af.mil. Show the "(MAJCOM)" name before the
supplemented material; e.g., "(AFMC) Within HQ AFMC . . ." Include added material (main
paragraphs, figures, etc.) in the table of contents, if used. Show "(Added)" before the title. To add
a new paragraph, show "(Added)(AFMC)" before the supplemented material; e.g.,
"(Added)(AFMC) See Figure 5.1 ... ."; or "5.3.1 (Added)(AFMC) Classified Hardware." To add

a chapter, table, etc., show "(Added)(AFMC)" before the title.

3.45.8.4. When the publishing production system becomes operational, it will consist of a single
web site forall Air Force, MAJCOM, and base-level publications. Each organization will main-
tain its own data on the site, and users will be able to choose, for instance, the Air Force publica-
tion, its MAJCOM supplement, and even the base supplement and ptintegrate button

which will automatically integrate all the publications simultaneously. third view of a publi-

cation will not have to be maintained separatNOTE: We currently only have this automatic
integration capability at the MAJCOM publishing staff level. This functionality is possible
because we have well-structured documents (avoiding bullets, etc.), which is a payoff for follow-
ing all the structure rules. For specific guidance on publishing standards, formats, and examples,
visit the Air Force web site at http://afpubs.hg.af.mil.
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Figure 3.6. Sample “Holdover” Supplement Title Page.
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Figure 3.7. Sample MAJCOM Paragraph Supplement.

BY ORDER OF THE COMMANDER AFI91-204/AFSPC1
AIR FORCE SPACE COMMAND 1 November 1997
Safety

SAFETY INVESTIGATIONS AND REPORTS

AFI 91-204, 1 December 1996, Safety Investigations and Reports, is supplemented as follows. It applies to Air Force Space
Command (AFSPC) commanders, managers, supervisors, safety staffs, and persons who investigate and report Air Force
mishaps, and those persons who handle mishap reports is supplemented as follows: The reporting requirements in this
supplement are licensed as “Safety Investigation Reports” (RCS: HAF-SE(AR)9404). This supplement does not apply to
Air Force Reserve or Air National Guard units. Send a copy of nonappropriated fund and unit supplements changes to this
supplement to HQ AFSPC/SE, 150 Vandenberg Street, Suite 1105, Peterson AFB CO 80914-4260, for approval before
publication. The use of the name or mark of any specific manufacturer, commercial product, commodity, or service in this
publication does not imply endorsement by the Air Force.

SUMMARY OF REVISIONS
This supplement contains numerous changes to comply with the latest AFI 91-204 revision. A star (%) indicates new
material supplemented from the basic Air Force instruction or changes from the last AFSPC supplement.

Paragraph
Forms Prescribed (Added)
AFSPC Form 87, On or Off Duty Ground Mishap Report . . .. ........ . ... ... i, 11.4
AFSPC Form 123, Follow-up/Closecout Action SUmMmary . . . .............. ... oo, . 6.1
Page
Page 7, Attachments
3(Added). Transmittal Letter for Mishap Report . .. ............ ... ... i 5
4(Added). Fatality/Suicide Briefing Checklist . . ......... ... ... ... .. ... ... ... . . ... ... 6
5(Added). MishapMessage Format . . . ... ......... ... .. . ... ittt 9

1.2.5. A radar station is not an Air Force Base. The station commander will render assistance commensurate with the
installation capabilities.

1.2.5.1(Added). Explosive ordnance disposal support.

1.4.2.2. AFSPC/CC has delegated convening authority for on-duty Class B mishaps to NAF/CCs and has delegated
convening authority for on-duty Class C mishaps to the appropriate Wing/CC or 321 MG/CC.

[3.3.2. TDY travel orders and funding are the responsibility of the individual’s unit of assignment. Unit budget offices may
seek reimbursement from HQ AFSPC/FM on an after-the-fact funding basis.

3.6. Send qualified Safety Inspection Board (SIB) member lists to appropriate NAF/SE and HQ AFSPC/SE.

OPR: AFSPC/SEF (Lt Col Doug Banker)

Certified by: AFSPC/SE (Col Kirby M. Fetzer)

Supersedes AFI 91-204AFSPC1, 30 August 1996.

Pages: 9/Distribution: F;X (HQ USAF/SE, 9700 G Avenue SE, Suite 240, Kirtland AFB NM 87117-5670...1)

3.46. S upplementing DoD Publications.

3.46.1. Preparing a Combined Publication to Supplement DoD Publications. This method is the most
efficient from an electronic publishing standpoint, as it enables the user to see the higher headquarter
and the supplementary material in one integrated fiigure 3.8.illustrates a sample format for a

DoD paragraph supplement.

3.46.1.1. Print the DoD material word for word, without editing. Edit the Air Force material to
meet Air Force standards in this volume. Show DoD material as bold text, with Air Force material
not bold.

3.46.1.2. Identify the DoD publication you are supplementing in the purpose paragraph. Ensure
paragraph numbering and format of the Air Force supplement agree with the numbering and for-
mat of the DoD publication. Identify a combined publication by both the DoD number and the Air
Force supplement, in that order; e.g., DoD 5200.1-R/Air Force Supplement. Show this on the
cover, if used, and in the upper right corner of the title page.
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3.46.1.3. Obtain an electronic file of the DoD material from the OPR and insert the Air Force sup-
plementary material. Follow software requirements and the integrated supplement format as
shown on the Air Force primary web site at http://www.afpubs.af.mil. Show "(AF)" before the
supplemented material; e.g., "(AF) Within HQ USAF . . . ." Include added material (main para-
graphs, figures, etc.) in the table of contents, if used. Show "(Added)" before the title. To add a
new paragraph, show "(Added)(AF)" before the supplemented material; e.g., "(Added)(AF) See
Figure 5.1 . ..."; or "4.300.1 (Added)(AF) Classified Hardware." To add a chapter, table, etc.,
show "(Added)(AF)" before the title.

Figure 3.8. Sample DoD Paragraph Supplement.
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Section 3G—Keeping Publications Current

3.47. Requesting a WaiverWhen you find complying with a higher headquarters publication is imprac-
tical due to unique local situations, you may request a waiver, that the OPR must file with the record set
(Attachment 2) of the publication's approving official. A waiver remains in effect until the approving
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official cancels it in writing, or revises the publication. When the approving official revises the publica-
tion, the requester must renew the waivlOTE: Waivers to 91-series instructions containing nuclear
weapon system safety rules are not authorized. The Secretary of Defense approves safety rules fc
nuclear weapon systems on the condition the Air Force will not change them without completing a
lengthy study, coordination, and approval process. AFI 91N0O@gear Weapon System Safety Studies,
Operational Safety Reviews, and Safety Rdlewils the change process

3.48. Rescinding a PublicationWhen the approving official authorizes the rescission of a publication,
delete it from the appropriate index and add it to the list of obsolete publications in that index. Also,
announce the rescinded publication in the appropriate PB. If the publication prescribes or adopts forms o
reports, tell the forms manager and reports control officer, who will take action to annotate the appropriate
AFIND. If the publication prescribes an internal or external information collection, notify the Air Force
IMCO or MAJCOM or FOA information reports requirements manager (IRRM) as required by
paragraph3.4.7.3.and3.4.7.4.

3.49. How to Rescind a Publication.

3.49.1. The approving official authorizes the publishing manager to rescind a publication by prepar-
ing a memorandum requesting rescission, advises all interested staff offices by providing them a copy
of the memorandum for coordination, and having it signed by the designated functional certifying and
approving authorities. The directorate level official indicates on AF Form Refiest for Review

of Publication and/or Form(s), to rescind the publication and advises staff offices affected by the
rescission. If the publication prescribes a report, the directorate level official sends a copy of the
request for rescission to the Information Reports Management and Control Office.

3.49.2. If the publication prescribes forms or reports, list their status and state whether they should be
rescinded or prescribed in another publication on Air Force Form 673. If the publication is classified

and not subject to automatic declassification, state whether you can declassify it before rescinding. If
the publication implements a current DoD publication, advise the Office of the Secretary of Defense

OPR and SAF/AAX what other documents will implement it per AFI 90-Iifhlementing Depart-

ment of Defense Issuandésrmerly AFI 37-160, Volume 2).

3.50. Revising a Publication.

3.50.1. When to Revise a Publication. OPRs can either revise publications or issue an EMC or IC ta
publications when added or different material is needed. To prepare and submit an EMC or IC to a
departmental publication, follow the guidelines according to paragBapBand3.54. Do not revise

a publication merely to update FASs, organizational titles, distribution lists, series numbers and titles,
signature elements, or references (unless these items cause significant problems).

3.50.2. Notification Process. Publishing managers will notify OPRs via E-mail, correspondence, or
FAX when a publication or form is officially published, and the OPRs will notify the targeted audi-
ence. Notification is for new, revised, changed, and rescinded material. This process will remain in
effect until a push method is implemented on the WWW that automatically notifies the end user or
user groups when material is new, revised, changed, or rescinded.

3.51. Summary of RevisionsA "Summary of Revisions" is mandatory for all revised departmental
publications, including HQ USAF HOISNOTE: Do not include a “summary of revisions” for new
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departmental publications. It helps orient readers to matters that are different from the previous edition,
and is a central and consistent place in a publication where readers can find that type of information. The
summary identifies major changes by citing the paragraphs, sections, parts, chapters, figures, tables, or
attachments in which they appear. Also include, if applicable, publication conversion from one series to
another and the transfer of the approval authority. When you issue an EMC or IC to a publication, indi-
cate that fact in the summary of revisions. For ICs, indicate that the attachment “IC 97-X" is the last
attachment of the publication. Also, cite new, revised, or obsolete forms, and new, revised, or rescinded
recurring reports. Place the summary immediately after the purpose paragraph. When a star (H) precedes
the publication title, it denotes a major or significant revision from the previous edition--the reader must
then read the publication in its entire NOTE: When this is the case, the following language will appear

in bold type as the first sentence of the summary of revisions: “This document is substantially revised and
must be completely reviewed.” When there is no major or significant change to the publication, show the
star (H) preceding the paragraph number, section, part, or chapter title; or figure, table, or attachment cap-
tion.

3.52. Publication ChangesBecause Air Force publications are now published in multiple media; i.e.,

on paper in a few cases, on CD-ROM, and posted on the WWW, it is critical that you process publication
changes through the publishing managers. It is a legal requirement that all versions of Air Force publica-
tions contain the same information; publishing managers maintain version control via the change pro-
cesses. For procedures on preparing and submitting departmental publication changes (EMCs and ICs),
contact your publishing manageNOTE: Once a publication is posted to the official publications and
forms web site on the WWW in the upcoming publications directory, it is official and will not be pulled
down for changes without the OPR issuing an IC to revise it. Publications are placed in the upcoming
publications directory for OPR use and to allow advance planning and or supplementing by subordinate
units before the effective date.

3.53. Authorized Types of Changes.

3.53.1. Interim Changes (IC). ICs replace what was previously known as the interim message
change. They are issued to announce only critical information needed to meet a mandatory effective
date set by Public Law, E.O., or DoDD. They delete or modify a procedure that could involve public
controversy or create adverse public opinion of the Air Force, are considered mission essential, or are
wasting Air Force funds, work hours, or other critical resourNOTE: OPRs may issue only five

(5) ICs to Air Force departmental publications. After the fifth IC, you must totally revise the publica-
tion and process it for the minimum mandatory coordination.

3.53.2. Emergency Message Changes (EMC). Issue EMCs to delete or modify a procedure that could
result in loss of life, personal injury, or destruction of property.

3.53.2.1. EMC Processing. Prepare the text of the change in regular message format per AFMAN
37-126,Preparing Official Communicatioi (will convert to AFMAN 33-326) and cite the type of
change, change number, the publication being changed, and its date. Show write-in or paragraph
changes for only one basic publicatiNOTE: HQ AFCIC/SYSM granted the OPR for AFMAN
23-110,USAF Standard Base Supply Sys a waiver to the policy in paragra3.53.2.2.

3.53.2.2. Converting EMCs to ICs. When an OPR issues an EMC to a publication, other than
FOUO and classified, the OPR must convert the message to an IC or revise the publication within
30-calendar days.
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3.53.3. Electronic Page Changes for Paper-Based Users. This publication authorizes electronic pag
changes for paper-based users. It also authorizes the publisher to create a new title page containir
the header informaticonly that reflects the new publication date and the IC number.

3.53.3.1. Toissue electronic page changes, process them through the normal publishing channel
and identify them by paragraph numonly. When published, the user receives the page with the
revised paragraph from the normal publishing distribution channels, the PDO. The user then
updates the publication by inserting the page with the revised paragraph behind the existing page
in the particular publication. Using the pen and ink method, the user crosses out the old paragrapt
number and material on the existing page of the publication.

3.53.3.2. Upon receipt of the new title page from the PDO, the user attaches it to the existing pub-
lication as the first page of the documeNOTE: For further information on electronic page
changes for paper-based users, visit the Air Force web site at http://afpubs.af.mil.

3.53.4. Page Changes For Official Use Only (FOUO) and Classified Publications. To issue changes
to either of these two publications, integrate the actual changes, EMC or IC, in the message itself.
Indicate on the subject line of the message following the publication title whether the publication is
FOUO or classified NOTE: Do not disregard the classification of the EMC or IC itself. OPR deter-
mines the level of distribution based on a the need to know (pare3.54.6.€).

3.53.5. Numbering. The OPR assigns a number to each change. Use the last two digits of the caler
dar year, followed by a hyphen and a control number; e.g., EMC 97-1; IC 97-2; IC 97-3, etc. Starta
new control number sequence, beginning with “1” each calendar year.

3.54. Interim Change (IC) ProcessingThe following instructions apply:

3.54.1. Publication approving officials issue IC notification messeFigure 3.9) alerting func-
tional publication users and Address Indicating Group AIG 9411/PDO that #igure 3.10) has
been electronically posted and is available for downloading.

3.54.1.1. The official download sites for departmental publications are the AFPDL bulletin board
and the WWW site.

3.54.1.2. After the two-letter approving authority or delegated designee signs the IC notification,
approving the IC, the OPR sends, by fax, a signed copy of the IC notification message and the
approved IC with the date assigned by the OPR (including the summary of revisions) to the publi-
cations management office for posting to the electronic nbefore issuing the IC notification
messageNOTE: A brief description of the change is authorized, but the actual changes must not
appear in the IC notification message. The IC notification message is merely the vehicle used to
alert, notify, and inform users and PDOs that an IC has been posted and is available for download

ing.
3.54.1.3. Submit the IC in MS Word format.

3.54.2. Upon receipt of both the signed IC notification message and the approved IC, the publishing
manager posts the IC on the electronic media (AFPDL and WWW) and notifies the OPR, via tele-
phone, that it is posted and available for downloading. After the publishing manager notifies the OPR
that the IC is posted, the OPR then releases the signed IC notification r. NOTE: It is impera-

tive that you follow these procedures to make sure the IC is posted to the electronibefore issu-

ing the IC notification message.
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3.54.3. Within 30-calendar days, the publishing manager revises the basic publication by integrating
the IC, changing the date on the title page to reflect the date of the IC, updating the supersession line,
and, in some cases, the signature block. The publishing manager then attaches the IC to the revised
publication as the last attachment. Next, the publishing manager files the copy of the IC notification
message and the IC in the background folNOTE: Publishing managers must not post ICs to the
electronic mediwithout a copy of the signed releasing document from the two-letter functional prin-
cipal or designee. Also, publishing managers must not post ICs to the electronic media that did not
process through the established publishing channels. For version control purposes, notify HQ
AFCIC/SYSM immediately if you receive an IC issued by unauthorized means (par3.68).h

3.54.4. The publishing manager for HQ USAF OPRs is SAF/AAD.

3.54.5. The IC notification showing the signature of the two-letter approving official or delegated
approving official is a substitute for the AF Form 673 as the authority to publish the EMC or IC.
NOTE: There is no requirement to coordinate an IC unless the OPR deems it necessary. When
deemed necessary, the OPR must obtain the identified coordination before obtaining the two-letter
approving official’'s or delegated approving official’s signature on the IC notification message. OPRs
must file a copy of the signed releasing document, IC notification message, and the IC in the record
set Attachment 2) for the publication.

3.54.6. Identify changed material in the IC via use of the star (H). The only authorized changes are
those that do not require you to renumber the paragraphs. If the changes require renumbering of the
paragraphs, then you must revise the publication instead. OPRs must provide changes in complete
paragraphs, for example:

3.54.6.1. One-for-one Changes. Paragraph 3 will completely replace paragraph 3. Provide all of
paragraph 3 even if only one word or one sentence changed.

3.54.6.2. Add Paragraphs That do not Cause Publication Renumbering. You can add paragraph
3.1.1. between paragraphs 3.1. and 3.2.

3.54.6.3. Deletions. Delete a paragraph like this: 3.77. DELETED.

3.54.6.4. Figures, Tables, and Attachments. Completely delete or provide a completely new fig-
ure, table, or attachment to replace the current figure, table, or attachment. You can add figures,
tables, and attachments, as long as there is a corresponding reference to them in a paragraph.
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Figure 3.9. Sample IC Notification Message.
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NOTE:

(1) The two-letter approving authority (or delegated designee) must approve and sign the releasing docu
ment for the IC notification message. (2) AlG 9411//SC provides copies of the IC notification message to
all publication holders. (3) “INFO:” to all interested recipient as determined by the approval authority.
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Figure 3.10. Sample IC.
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3.54.6.5. Posting ICs. Itis mandatory for paper-based users to post ICs. For further guidance, see
AFI 37-160, Volume 7Publications Libraries and Sewill include as a chapter in AFI 33-361).

The servicing publications management office must integrate the IC within 30-calendar days of
issuance for digital publication userSlOTE: Assign a new publication date to reflect the inte-
grated revision (date of the IC), update the supersession line, summary of revisions, and in some
cases, update the signature block and number of pages.

3.54.6.6. Issuing ICs and EMCs for FOUO and Classified Publications. To issue an IC or EMC
to an FOUO or classified publication, combine the actual change language in the IC or EMC. The
OPR identifies the distribution based on the need to know (paragapH).

3.55. Reporting Errors and Suggesting Revisions to Publicationdny Air Force member or
employee may report errors or suggest revisions to standard publications and recommend corrective
action to the OPR (through command functional channels), by using AF ForrR&ddimmendation

for Change of Publication

3.55.1. Revise, change, or supplement T.O.s according to T.O. 00-5-2 and T.0. 00-5-3. Contact the
T.0. OPR, HQ USAF/ILMM, for additional information and or guidance.

Section 3H—Periodicals and Nonrecurring Pamphlets
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3.56. Content.Devote the content of periodicals and nonrecurring pamphlets only to the work of the
publishing command or activity. Present the missions and accomplishments of the command or agency
the Air Force, and the Nation in a positive, logical manner. Do not include material that does not transact
the public business, as the law requireOTE: DoDcanceled the DoD-level periodical program in
December 1995. This section provides pertinent information on Air Force periodicals and nonrecurring
pamphlets. New periodicals and recurring pamphlets require funding. Functional areas transfer baselin
dollars to publishing managers to establish new products.

3.56.1. The Air Force encourages differing opinions, commentaries, and guest editorials (military
and civilian) in its periodicals. However, when an article includes both facts and opinion, note the
opinions by identifying the opinion and naming the person who expresses it.

3.56.2. Do not put the following in periodicals and nonrecurring pamphlets:

3.56.2.1. Articles intended only to encourage or obtain the support of persons outside the Govern-
ment.

3.56.2.2. Editorials, book reviews, or articles that are political, representing clear attempts to
lobby for or against increased appropriations or legislation.

3.56.2.3. Partisan political campaign articles or editorials.

3.56.2.4. Limit personal items such as routine assignments, promotions, or retirement of person-
nel, or greeting and farewell messages to field activities.

3.57. Criteria. The publication must serve a clearly defined purpose in support of the mission of the
functional activity. Do not publish a periodical or nonrecurring pamphlet if you can present the informa-
tion in official US Air Force, command, or activity publications; Air Force newspapers and commercial
enterprise publications authorized by AFI 35-38it,Force Base Newspapers and Commercial Enter-
prise Publications Guidance and Procedures official correspondence under provisions of AFMAN
37-126(will convert to AFMAN 33-326)SeeAttachment 1 for a definition of nonrecurring pamphlets,

and for other excluded publication categories. Publish periodicals and nonrecurring pamphlets at the
highest headquarters concerned to ensure broad coverage of the subject matter, eliminate duplication, at
provide effective distribution. Commanders will ensure that their headquarters and subordinate activities
publish only approved periodicals and nonrecurring pamphlets. Restrictions governing the printing of Air
Force publications apply to periodicals and nonrecurring pamphlets.

3.58. Limits on Financing and Assisting Non-DoD Publicationdo not use appropriated or nonap-
propriated funds to defray costs in publishing non-DoD periodicals or nonrecurring pamphlets issued by
a private firm, corporation, organization, or individual. Do not assign Air Force personnel (military or
civilian) to serve on the editorial, production, or business staffs of non-DoD periodicals or nonrecurring
pamphlets published by a private firm, corporation, organization, or individual.

3.59. Approval Authority. See paragraphs9.and1.10.for guidance on approving officials and dele-
gation of approving authority.

3.60. Numbering PeriodicalsSee paragraph.3.4.

3.61. Typography and Design.
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3.61.1. lllustrations. lllustrate periodicals only to reinforce the subject matter and show people doing
their official duties.

3.61.2. Mandatory Statements for Periodicals. Each issue of an approved perFigure 3.11)
will contain the following information:

3.61.2.1. Disclaimer. Include a statement indicating that the views and opinions expressed in the
periodical are not necessarily those of the Department of the Air Force or of the publishing agency
or command.

3.61.2.2. Masthea: Include in the masthead the name of the recurring periodical and periodical
volume, number; and date, the approval statement, the periodical type and number, readership
ratio, frequency of distribution; the name of the publishing activity including the address and ZIP
Code plus 4 or Air Post Office numbers; the commercial and Defense Switched Network (DSN)
telephone numbers; the name of the Secretary of the Air Force; the name of the activity head or
commander of the publishing activity or command; the name of the executive or managing editor,
feature editor, photo editor, or their equivalents (do not use any other names); purpose of the peri-
odical and its disclaimer, information on how to submit contributions, suggestions, criticism, and
direct questions and seek information; subscription information, and mailing statement informa-
tion; if applicable.

3.61.2.3. Home Pages. As you create publication-based home pages, consider the minimum web
page needs such as those identified in parag3.61.2, 3.61.2.1, and3.61.2.2.

3.61.3. Low-Cost Periodicals. Periodicals that are low cost, as defiAttachment 1, are exempt

from these mandatory statements, but, as a minimum, will include: organization and office symbol of

the publishing office, name of the approving authority, date, and name and telephone number of the
point of contact at the publishing activity. If these are paper products, include the signature of the

approving authority.
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Figure 3.11. Sample Periodical Masthead.
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3.62. Keeping Record SetsThe OPR of a recurring periodical or nonrecurring pamphlet keeps a record
set that includes each approval, a printed copy of each issue, and background material or correspondenc

Maintain this material according to AFMAN 37-1:Records Disposition Schedi(will convert to
AFMAN 33-339).

3.63. Economical Distribution of Products.

3.63.1. Send periodicals to eligible individuals or organizations by the most economical means avail-
able. Use self-mailer courtesy reply techniques whenever they reduce mailing costs and preparatiot
time. When possible, use bulk distribution through the Air Force Publishing Distribution Center

(AFPDC). You may also use the United States Postal Service (USPS) third-class or fourth-class mai

or private carriers. Malil single copies sent directly to eligible individuals or organizations at the con-
trolled circulation or bulk third-class rate.

3.63.2. Direct requests for exceptions to use first-class mail or military official mail to HQ USAF/
SCXX, 1250 Air Force Pentagon, Washington DC 20330-1250.
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3.63.2. (AFMC) Direct requests for exceptions to use first-class or military official mail to HQ
AFMC/SCDP, 4225 Logistics Ave, Suite 6, WPAFB OH 45433-5745.

3.63.3. Update mailing lists each year by requiring addressees to indicate that they wish to continue
to receive the publication. If they fail to reply, eliminate them from the mailing list unless the publish-
ing activity deems it necessary, in the conduct of official business, to continue mailing to the
addressee.

3.63.4. Publishing activities send one copy of each issue of their periodical (on publication date) to
AFIS, 601 North Fairfax Street, Alexandria VA 22314-2007.

3.63.5. Online customers can access and download periodicals from the official Air Force publishing
WWW site or other web sites as designated on the Air Force site.

3.63.6. Consider requests from non-DoD agencies, activities, private citizens, or organizations for
periodicals under the Freedom of Information Act (FOIA) Program or refer them to the Superinten-
dent of Documents, GPO, if available for countersale or subscription.

Section 3l—Managing Standard Publications

3.64. Transfer of Responsibilities for a PublicationWhen a functional OPR transfers responsibility
for developing or approving a departmental publication, the transferring official must notify SAF/AAD
via a memorandum signed by the two-letter functional principal, to transfer the recaxtasgtrhent 2)

of the publication to the new functional OPR.

3.64. (AFMC) The functional OPR of a HQ AFMC publication is responsible for transferring ownership
of the publication, via a memorandum to 88CG/SCCIAP signed by both the transferring and the receiving
OPR.

3.65. Implementing Publications of Higher HeadquartersPublishing managers designate an OPR
for publications issued by higher headquarters. Use AF FornRe@@iest for Action on Implementa-
tion of Higher Headquarters Publication. Also, send this form upon receipt of revisions, EMCs, or
ICs.

3.66. Initiating Review of Publications.The publishing manager initiates reviews every 2 years in the
anniversary month using AF Form 1382 or comparable electronic product. The publishing manager sends
the AF Form 1382 to the OPR before revising documents or forms. If the OPR has given status of publi-
cations or forms in a special review within the last 90-calendar days, postpone the review until the next
cycle. Bulletins and staff digests do not require a review. The OPR annotates where required, signs and
returns the AF Form 1382 to the publishing manager.

3.67. Authorizing Reprints of Publications.The publishing manager verifies the status of publications
with the OPR before reprinting them (applies to nonelectronic publications only). If the OPR reviewed
the item within 30-calendar days, call to verify its status, then annotate this verification on the current AF
Form 1382. For an inexpensive publication, the publishing manager asks the OPR for approval to reprint
it (if nonelectronic), if the publication was not reviewed within the last 90-calendar days.

3.68. Recipients of Revisions to a Departmental Publication Issued by Unautho rized Means.
When an activity receives a revision to a departmental publication issued by methods other than those pre-
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scribed in this chapter (e.g., an unnumbered EMC or IC, or an incorrectly formatted and/or released EMC
or IC), notify the OPR, and HQ AFCIC/SYSM by fax, E-mail, or memorandum, with a courtesy copy to
SAF/AAD.

3.69. Authorization to Adjust Approved Publications to Meet Digital ProcessiniRequirements. In

order to meet requirements to publish across all media, publishing managers are authorized to adjust pul
lications 